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W! PAGE GAGE takes the 
wesswork out of page end 
ping. Red signal warns 


W! 10-INCH WRITING LINE 
S greater capacity, types 
=O” line on 12” paper. 


. .- And in 10 


3 MINUTE 
DEMONSTRATION 


of the All New 


49 Smith- 


Corona 


OFFICE TYPEWRITER 


typist when 21%4” from page 
end. Tells and keeps telling 
how much space is left. 


NEW! EASIER SERVICING. Re- 
move cover plates for quick 
access to all working parts. 


minutes your 


Smith-Corona representative can 
tell you the full story. Call him 
now. He's in your phone book. 


NEW! SUPER-SUPPORT SEGMENT 
has exclusive self-lubricating 
Electro Film finish. 


EXCLUSIVE! 
sets both margins with one 
hand in one second. 


AUTOMATIC MARGIN 


LC SMITH & CORONA TYPEWRITERS INC SYRACUSE 1 N Y Canadian factory & offices, Toronto, Ontario, 
Makers also of famous Smith-Corona Portable Typewriters, Adding Machines, Vivid Duplicators, Ribbons & Carbons. 
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CARTER’S 
presents... 
tailored carbons 
and ribbons 





There’s a right Carter’s carbon paper for every typ- s 
ing job... a right Carter's ribbon for every typewriter. 
It’s the talk of the typists! They know from experience. 
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Bright notes on 


CARTER’S 


Carbon papers 


Save tim e Carter’s top-quality carbon papers 
*“«. are sold by all leading stationers and 
office outfitters. For FREE SAMPLES, 
and names of your town’s dealers, 
just send us a card. THE CARTER’S 
INK CO., Boston, Massachusetts, 





Won't curl— 
won't scuff 


Lasts longer— 
saves money 
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Extra long S 


—save time ~ 9 JL 


Carter’s silvertip 
Keeps hands 


eco and 
fips on typing with 


CARTER’S RIBBONS! 


Sharper impressions 
make letters sing 


And inked 
in colors, too! 


Carter’s tailored typewriter 
ribbons are featured by your 


town’s leading stationers and office 
Styles for outfitters. Be sure to consult these 


every kind specialists on your typing or type- 
; writer problems. 
of machine 
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- In duplicator supplies... 


there’s a Carter’s item 


tailor-made 


. ... for every job 


* Pick the one you need! Five different 

* grades—for runs of 200 copies up to 600 
; copies—are your assurance of real operat- TOPS 
ing economy for spirit-vapor duplicators. 

‘All copies as sharp and legible as the IN IN 
“master! Color won't rub off on hands and =EFFICIENCY! 3 ECONOMY! 
clothes. 


... for every machine 


Whether your duplicator utilizes the Hekto- 
graph or new Spirit-Vapor principle—Carter’s 
has the exact color and intensity you need. 
Carter's “Duplicator Fluid and Hektograph 
Ribbons are equally good. Ask your supplier. 





Executives everywhere rave about the appearance of quality 
which Carter's Carbons, Ribbons and Duplicator Supplies 
give their correspondence. Your Stationer or Office Outfitter 
has samples and prices of a wide variety of Carter’s items 
“tailored” to meet the needs of your own operation. Be sure 
to have a chat with him. 


The Carter’s Ink Company 


CAMBRIDGE 42 e BOSTON, MASSACHUSETTS 
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THERE'S A CONVENTION IN TOWN 

LYRIC AND MUSIC BY IRVIN GRAHAM 
THE LOBBY...WE PAN 
TI OISY 


WHICH ARE PRINTED 
SUCH LEGENDS AS 
"MY NAME IS BILL" 
ETC....TO SOME 
DISTRAUGHT 
TELEPHONE OPERATORS 
SEATED AT THE 
SWITCHBOARD. ,.THEY 
SING.... OPERATORS: 
Hello...Hello...Hello...this is Holiday Hotel 
Hello, speak louder please, we can't hear you 
very well 
Hello..Hello,.Hello will you kindly speak more 
plain 
The noise in this hotel can drive a girl insane., 
What noise? 
The boys: 
The boys in the lobby wha are raisin' Cain! 


TO BELL BOY STAND BELL BOYS: 
There's a convention in town! 
Doncha know? 
There's a convention in tewn! 


Oh! Oh! Oh! 





off 


The entire television production is based on a stencil duplicated script of which about 100 
copies, of some 40 pages each, are made for this half-hour show. 
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Use Many Duplicated Forms 
To Stage Television Show 


SIDNEY FELDMAN 


ILLIONS of eyes light up brighter 

than the television screens of their 

owners who watch Hollywood’s 
Don Ameche joined by Broadway’s 
Betty Brewer on a carefree singing and 
dancing toot on the Holiday Hotel* 
program each Thursday night. Between 
romantic duets by these stars come 
choreography by June Graham and her 
dancers, chorals by the Don Craig 
chorus and music directed by Bernie 
Green, the announcer proudly demon- 
strates the sponsor’s Packard for 751. 
It’s all in one of the many television 
programs presented through American 
Broadeasting Co. 

Holiday Hotel, totes up a weekly pro- 
duction bill of about $15,000 for 
theatrical and technical talent, blended 
by management genius, with a solid be- 
hind-the-seenes assist from office person- 
nel and executives. The plans, pro- 
cedures, and payments of the 
television arts are all recorded on a 
series of duplicated forms. 

These duplicated forms are used by 
all organizations eonecerned. Packard 
Motor Co., as sponsor which pays Young 
& Rubicam, the advertising agency, 
which pays American Broadeasting Co., 
which pays musicians and technicians, 
and pays producer Monte Proser, who 
pays the William Morris Agency, thea- 
tricals management, for dancers and 
singers. 

Into Holiday Hotel’s 30-minute tele- 
vision show goes about a week’s re- 
hearsing, and other long-range prepara- 
tions — all blossoming out of 40-odd 
pages of seript. On each page are video 
directions on the left-hand side, giving 
camera directions; on the right side are 
words for the microphone, on audio. 


* Although some changes were made in this 
program last month, the paperwork remains as 
described. 


costs 
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About 100 copies of the script are sten- 
cil duplicated by ABC-TV for the 
actors, singers, dancers, and technical 
personnel associated with the show. 
Each week the show starts with the 
seript. 

No sooner does the show fade from 
Thursday night’s television sereen (it 
also is photographed by Vitapix for 
other presentations) than further im- 
ages are conjured up by the technical 
brains seated around a planning table 
the next morning. This meeting, and 
subsequent rehearsals are held in elub- 
house rooms near Radio City in mid- 
town Manhattan. They are booked in 
advance and scheduled on a photo-offset 
printed sheet, the ABC-TV Dry Re- 
hearsal record form of all rehearsals 
without lights or cameras. This form 
lists hours and half-hours, from 9 a.m. 
to midnight, and notes the conference 
rooms or studios and the dates used. The 
form is kept by the facilities’ Helen 
Gower, who sends copies to the places 
where rehearsal space has been booked. 

Among those at the first meeting of 
planners are James Sheldon, program 
director, his assistant, Gar Lueas, both 
representating the advertising agency; 
program producer, Monte Proser; the 
choreographer and choral director, spe- 
cial musie writer and a liaison man 
between the broadcasting company and 
the advertising agency. A second meet- 
ing is held, attended by the director 
and his assistant; set designer, Willis 
Conner; associate director, Jeff Hayden, 
representing ABC-TV, and _ others. 


The set designer brings one of ABC- 
TV’s copies of the floor plan of Studio 
1. Each copy is whiteprint reproducible, 
sealed down from the studio which mea- 
sures about 65 ft. by 90 ft. (said to 
be the biggest indoor television sound 
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schedule of rehearsals is photo-offset 
duplicated. 


stage in New York) which will be the 
seene of the dress rehearsals and ac- 
tual performance. 

Later, two floor prints go to the diree- 
tor who marks his tv-camera angles, and 
additional directions for stage action. 
Another copy goes to the lighting engi- 
neer and a fifth to Hugh Graham, chief 
carpenter. The sixth goes to the assist- 
ant director, and another to technical 
director John Broderick who, in con- 
junction with the program director, as- 
sists in planning all camera shots. Dur- 
ing the dress rehearsals and on the air, 
all directions to technical personnel are 
given by the technical director. Paper- 
work involved in his responsibility for 
all personnel handling equipment in- 
cludes an ABC stencil duplicated Tele- 
vision Engineer’s Schedule made out by 
the engineering department to assign 
technical personnel to the show. 

Two whiteprint reproducibles, making 
a total of eight, are kept by the set 
designer who files the master copy after 
each show is over. Each plan symbol- 
ically shows the studio layout and stand- 
ard properties, such as the revolving 
door unit, orchestra platform, ete. To 
avoid making new floor plans each week, 
the basic copy is reproduced by a diazo 
printing machine. Any undesired units 
on the basie copy, are bleached out with 
an ink remover and special units are 
drawn in as the set is being designed. 

Once more the script is the key form 
and from it will be determined what 
stays in the show and what goes out. 
The designer, working from the script, 
visualizes what is needed: building and 
placing a set, depending upon whether 
two persons or twenty will be in a 
scene, while allowing for maneuverabil- 
ity of equipment used. Back in his 
drafting room the set designer will have 
photocopies made of his huge set back- 
drop. It is numbered vertically and 
horizontally into squares, each painted 
as an individual block until they all 
add up into a complete backdrop. 

As the designer visualizes the stage 
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switch from this 


4 easy steps 


No skill required to 
produce beautiful 
binding 


beautiful GBC PLASTIC. BINDING 


right in your own office or plant 


, Add prestige...color...attention-compelling appearance 


to reports, catalogs, presentations, and all printed and 


» duplicated materials with this handsome plastic binding. 


PUNCHING: Insert 
paper...push down 
handle, 


Fiat 


OPEN BINDING: 
2 Operation opens rings 
mechanically. 


INSERT: Slip covers 
3 and sheets onto open 
rings. 


Re 


we 


CLOSE: Release handle 
4 and remove finished job. 


NEW GBC portable equipment quickly...economically 
plastic binds loose pages of all sizes into easy-to-use per- 
sonalized booklets. Pages turn easily...lie flat...fold 
back to back for easel applications. Confidential and 
secret material may now be professionally plastic bound 
by your own personnel...right in your own office! Dura- 
ble plastic bindings are available in a complete range of 
colors, styles, and sizes. Complete GBC office equipment 
costs less than a typewriter...saves more than 50% over 
old fashioned fastener-type covers. Anyone can operate 
...lasts a lifetime. 


WORLD'S LARGEST PRODUCERS OF 
810 WEST BELMONT AVENUE CHICAGO 14, 


BINDINGS 
HLLINOTS 


Mail coupon for details and SPECIAL TRIAL OFFER 


General Binding Corporation, Dept. 0-4 

810 West Belmont Ave., Chicago 14, Ill. 
Please send me Bulletin 1500, describing your new 
low-cost portable GBC plastic binding equipment 
...also 2 handy memo books bound this modern 
way. Tell me how | can try this equipment with- 
out obligation. 


Name 





Company 
Address__ 


REET ee RO 























2° PACKARD SHow 


Photocopy of set designer's sketch from which huge backdrop is painted. 


sets he is to create, Bill Aherne, light- 
ing engineer, determines how to light 
them. Both men make pencil sketches, 
during the story conference, based on 
the seript. Simultaneously, the direc- 
tor’s assistant has filled in a Prop Plot, 
a Costume Routine Sheet for Principals 
and a Costume Plot Sheet for Support- 
ing Cast which lists seript page, scene, 
costume and person. All three forms are 
stencil duplicated. The prop plot shown 
lists props, such as convention badges, 
paper hats, confetti and noise makers 
for use of the persons appearing in the 
opening scene. 

The costume routine sheet, for mus- 
ical and other numbers, includes the 
names of principals (Ameche and 
Brewer) already duplicated on the 
form, with space for other names, and 
the costumes, where and when needed. 
The assistant director transmits these 
requests to the ABC property and e¢os- 
tume departments for execution. 

Further forms also must be submitted 
for other facilities. First is the stand- 


12 


ard ABC-TV stencil duplicated form on 
green paper, Facilities Requested: All 


Live Programs, for rehearsals, micro- 
phones, turntables, program circuits, 
cameras, lenses, films, announcer, musi- 
cians, telephone and sound effects. <A 
similar but shorter form for special 
facilities can be submitted but the stand- 
ard form is used generally. A separate 
duplicated ABC Sound Effeets Author- 
ization form contains the date, program, 
client, advertising agency, rehearsal, 
broadeast or audition time length, studio 
and authority, required to be submitted 
for sound facilities. Also attending the 
meeting, where such forms are pre- 
pared, is the technical director. Based 
on these talks, he tentatively marks his 
seript. 

While technical operations are put 
into motion, talent rehearsals are under 
way in dry rehearsal rooms, without 
lights or cameras. Contractual arrange- 
ments are recorded on more forms. 
Most important is the talent contract, 
typified by the stencil duplicated Wil- 
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“No Correspondence Hangover* 
SINCE WE GOT OUR AUTO-TYPIST” 


*With apologies to our good friend and Auto-typist customer, Philip Morris. 


SEND FOR NEW FREE BOOKLET 


Write at once for this help- 
ful booklet that shows you 
what Auto-typist can do for 
you in your own office. Sev- 
eral models to choose from. 
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“AUTO-TYPIST certainly saved 
the day for me. Now I can get 
all the boss’ correspondence out 
on time—and no ‘after 5’ 

work for me, either!” 


UN Ustromat avs gt 


IT’S TRUE! Auto-typist breaks up your repeti- 
tive correspondence bottleneck, cuts down your 
dictation costs, too ... with its automatic solu- 
tion to your routine letter writing problems. 
Whether you have heavy loads of replies to get 
out every day—or whether your “paper work” is 
more modest ... you can do it speedily, effi- 
ciently, economically with Auto-typist. 





AMERICAN AUTOMATIC TYPEWRITER CO. 
Dept. 54, 614 North Carpenter St., Chicago 22, II. 


COMPANY 
ADDRESS 


§ 
Fi 
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MESSAGES THAT MADE HISTORY 
No. | of a Series 


© GILBERT PAPER COMPANY 


Pheidippides was quite a runner... 


He ran for two days and nights to obtain 
aid for the Greek Army at the Battle of 
Marathon. He returned to fight valiantly 
and then ran the 22 miles to Athens, dying 
as he delivered the famous message, “Re- 
joice! We Conquer.” 


The spectacular Marathon race of the 
Olympic games is in Pheidippides’ honor, 
and his heroic feats have helped to make 
the study of ancient history more palatable 
to generations of drowsy schoolboys. 


Your everyday business messages are im- 
portant, too. Business correspondence rep- 
resents the most frequent contact with cus- 
tomers and prospective customers. How 
logical, then, that your messages be written 
on Gilbert Bond papers. These Gilbert new- 


cotton-fibre-content papers, with matching 
envelopes, are unsurpassed for crisp “feel,” 
sparkling cockle finish. Tub sized... air 
dried, they handsomely reflect the quality 
of your product or service. Ask your local 
printer or Gilbert Bond paper merchant for 
samples of Gilbert quality writing papers. 


BOND * ONIONSKIN * LEDGER * INDEX BRISTOL 
MANUSCRIPT COVER * VELLUM * SAFETY 
REPRODUCTION * BANKNOTE PAPERS 


“Giper1 


PAPER COMPANY 


MENASH A, WISCONSIN 


A good letter is always better - written on a Gilbert Bond 
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ROUTINE SHEET 


HOLIDAY HOTEL 


Notes Page 


Act 


Two stencil du- 
plicated forms 
are the 
routine 


SHOW OF: November 16, 1950 


stage 
sheet 





OP eeereecererccecccccescceceoescssereccoes de Film 
OPO e eee eee reereneeeeseeaereersseseeeeesees 


Coes eeerererererecereereserensscosesseses Ie 


Lobby - switchboard" "There's A 
Convention In Town" - by choir 


Patrician Room - 


(left) 
property 
(below). 


and 
list 


Intro. by Don 








Prop Plot 


eee eeeereee 


eee eeeetes 


Pages Prop 


Date_November 16, 1950 __ 


"PACKARD SHOW" 


Location 





eteeeeeenee 


eee aeseeree 


Cet eeeewras 


3. [20 packs of streamers 
5 bags of confetti 
| 25 assorted paper hats (New Years Eve Party 
i type) 


eerereearee 


(horns, whistles etc.) 








L " 











liam Morris Ageney form with spaces 
for name and address of person con- 
cerned, date, for “television program to 
be broadcast from a studio in New York 
City. . and the net payment (by 
check) to be made ten days after the 
telecast. 

A specific television contract clause 
states “. . . you shall not ad lib or 
add any ‘mugging’ gestures, or grim- 
aces, nor deviate in any other way from 
your material shown to us in rehearsal 
and approved by us.” Other clauses 
are either typed-in on the contract or 
typed and stapled to it. Incorporated in 
in this contract and added to it are the 
duplicated Mandatory Standard Terms 
and Conditions. For ABC the talent 
concerned also signs a_ stencil dupli- 
eated, dated form authorizing the tele- 
vision broadeast company to use his 
“name and likeness, photographie or 
otherwise, in a motion pieture and/or 
television presentation ... (for)... 
advertising or promotion . bat not 
for endorsement of any product or serv- 
ice.” This release covers television as 
well as the television movie. 
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een eeneendiemmndaatedaeaike 


2. + About 25 convention identification badges 
‘with place for printing name 


15 various types party noise makers 


paper banner 6 ft. long 1 1/2ft. high 











eel 





Now the chorus can enter, compris- 
ing eight males and females and director 
Don Craig, assisted by Miss Sydney 
Johnson who handles the paperwork 
hehind the singing. <A simple spirit 
duplicated singer’s background chart 
contains name, address, telephone, voice, 
present employment, choral and solo 
experience, training, union affiliation 
and by whom recommended. 

Where special music is written for 
the program, it is copyrighted and 
stamped with a musicians’ union Local 
802 okay, then photoeopied by ABC 
for use by the orchestra leader, orches- 
tra and chorus. This musie contains 
notes, words and directions for the 
choral director, girls and boys to sing 
off camera (not within sight of televi- 
sion cameras) and on camera cues as 
well. 

Final form used by the chorus is a 
payroll listing names, total wages, less 
social security, withholding tax, dis- 
ability benefit and net payment. When 
the chorus will be paid by the hour, 
rather than the former lump sum, total 
wages will be determined by the number 


15 

















of hours multiplied by the hourly rate. 

With time and practice, the sections 
of the show gradually are assembled 
into a unit. As rehearsals go on, the 
assistant director hops about with a 
stencil duplicated Timing Sheet clipped 
into a large binder which he holds in 
one hand, a stop watch in the other. He 
times the separate acts, scenes and com- 
mercial announcements comprising the 
show. Here again the seript is im- 
portant because all notes and minutes 
and seeonds are listed alongside the 
script page number and scenes. This 
prevents the sum of time being greater 
than its parts of seconds and minutes 
because this time is added to make sure 
the program neither runs too short nor 
too long of its scheduled 30 minutes 
air time. 

Tabs on a Director’s Daily Rehearsal 
Report, stencil duplicated by ABC-TV, 
are kept and submitted by the assistant 
director to the assistant business man- 
ager. It identifies the program, re- 
hearsal hall, cast and other personnel 
such as a make-up man or special fa- 
cilities, and the scheduled as well as ac- 
tual time of the cast, cameramen, an- 
nouncers, orchestra, sound, ete. Re- 
hearsal expenses and wages are comput- 


ed from these records. Additional funds 
spent are itemized on a duplicated Re- 
quisition for Money Expended on Shows 
and handled by the assistant director. 

Four pages of the stencil duplicated 
commercial announcements words 
and audio-video directions—go into a 
seript within a script, prepared by the 
advertising agency. Directions are given 
for camera and microphone, and for 
principals concerned. 

Both the actual script and commercial 
seript often are revised. Sometimes 
the final versions are duplicated again, 
but in most instances several special 
copies of the original pencil-scribbled 
manuscript are re-typed as a revise and 
a final revise for use only by key per- 
sons involved. Meanwhile the director 
has marked up his stage-set with hiero- 
glyphies indicating exactly where he 
wants camera angles and actions. 

To comply with regulations of the 
Federal Communications Commission, 
master copies of the program and all 
spot and commercial announcements are 
attached to a separate duplicated ABC 
form. Listed on this log are program 
title, scheduled time, timings on all spot 
and commercial announcements, any re- 
marks and any cast of actors concerned, 





FIRST COMMFRCIAL 


yin) 


PACKARD 
HOLIDAY HOTEL 
NOVEMBER 17, 1950 


AUDIO 





DURING THE PRECEDING CONVENTION 
SCENE IN LOBBY WHERE CONVENTION 
GROUP ARE GOING OUT THROUGH 
REVOLVING DOOR TWO OF THE GROUP 
=~ = A YOUNG COUPLE = = ARE 
CAUGHT BY THE CAMERA FOR A 
MOMENT 


© 


CARRY THROUGH WITH REST OF 
CONVENTION SCENE, THEN CUT 
BACK TO SHOT OF YOUNG COUPLE 
WITH CONVENTION BANGES, ETC. 
.S THEY ARE GREETED BY ALLYN 
EDWARDS IN MEDIUM SHOT Ii 
PACKARD SHOW-ROOM, 


VOICEs 





DISSOLVE TO OVERALL SHOT OF 


16 


WOMAN: Look, honey! (SHE POINTS OFF SCREEN) 
There's something we shouldn't miss! 


(ON RECORD) 

Something you can't afford to miss 18 ses 
a visit to your Packard Dealer's! 

The most pressing reason, of course, is 


because then you'll be able to see this 


Scripts for the 
commercial an- 
nounce- 
ments are an- 
other of the 
many jobs 
turned out on 
duplicators. 








oe 


Tue Orrice—April, 1951 





WEBSTER’S SPIRIT DUPLICATING 
SUPPLIES work faster — last longer 


Materials are a carefully matched team, designed to turn out clear, clean 
copies with + and economy. Materials for every duplicating need are 


found in Webster’s line. 


MultiKopy Shurclean Spirosets ... for 
results of finest quality. Master Paper and 
Spirit Hectograph Carbon in convenient 
set form. Purple and Black. 


MultiKopy Spirosets...for long runs. 
Master units in Purple, Blue, Green, Red. 


Webstar Spirosets... for runs not over 
150 copies. Use with standard, noiseless 
or electric typewriters. 


MultiKopy Spirograph Carbon Papers 
... separate sheets of flat spirit hectograph 
carbon in a variety of finishes and colors. 


MultiKopy Master Paper... for use with 
MultiKopy Spirograph Carbon papers on 
Spirit Duplicating machines. 

MultiKopy Duplicating Fluid... for finest 
results in any Spirit Duplicating machine. 
Carbon Paper Ribbons... for “master” 
copies to be used on Spirit Process 
Duplicators. 

Star Skin Cleaner . . . for quick removal of 
stain and dirt from hands. Contains no acid. 


0.K. Liquid Cleaner. .. for removing ink 
stains of all types. 











Next time you need Spirit Duplicating supplies, order Webster's. 
Consult your nearest dealer or write to 


F.S. WEBSTER COMPANY 


8 Amherst Street, Cambridge, Mass. 
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Well Dressec Wien 


if the clothing silat Liat NO RECORDS 


A man would be lucky if he had any clothes—if no one in the clothing industry 
kept records. Records and the people who keep them are as essential to the 
clothing industry as fabric. You cannot run any business without records. 


For every record your business depends on there is a Boorum and Pease form or 
device to keep it more accurately, more easily. Boorum and 

Pease designs and develops better forms and 

equipment so that management may have the facts 

it needs to run a business efficiently. 


B&P NoTear® Sheets and Indexes for loose leaf 

books are an example. A tough muslin strip, 

“welded” onto each sheet by an exclusive process, 

prevents tearing —saves retyping and replacing Product 

sheets. No danger of losing valuable data. Have FOR EVERY RECORD — A WAY TO KEEP IT 
your stationer show you the complete NoTear line. BROOKLYN 1, N.Y. 


18 THe Orrice—April, 1951 








Pine eta 





SNe RR ETS OR A NR NE OT NN OL RR A Ct 


AMERICAN BROADCASTING CO. 
AUTHORITY FOR PAYMENT OF NABET PENALTIES 
ENGINEERING DEPARTMENT 


These two pay- 

roll forms are 

photo - offset 
jobs. 


WEEK ENDING. 





DATE PAID 








sum OF 
cos. |, 








436 



































DIVISION __ 





AMERICAN BROADCASTING CO. 


AUTHORITY FOR PAYMENT OF OVERTIME AND MEAL PERIODS 
ENGINEERING DEPARTMENT 


WEEK ENDING ___ 


DATE PAIO_ 









































O'STRIBUTION ot 
FORWARD WHITE AND BLUE 
CONTROLLER RETAIN VEL; 


COPIES To 
Ow copy 





Geter reise ay eee 


APPROVED HOURS 


te 





signed and submitted by the program 
director. Copies are filed for later use, 
mainly in renewing broadcast and other 
licenses granted by the FCC. This re- 
port is the only permanent record 
whereby American Broadeasting Co. 
ean prove it has complied with FCC 
regulations governing station identifica- 
tion, film transcriptions or recorded pro- 
grams. Artists’ payments also are based 
on this record. This log is completed 
after the program is completed. 

As rehearsals progress, there is inter- 
play between the production depart- 
ment, managed by Charles F. Holden, 
and business manager of television, 
A. M. Hennig, both of ABC. Esti- 
mates for Shows, a two-page ABC 
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stencil duplicated form, first lists all 
scenery to be built, rented, painted or 
repainted from past shows, as ordered 
by the stage set designer who attended 
the original Friday morning planning 
session. The second page lists all set 
props including estimated costs for 
props and costumes, trucking and any 
penalties involved in delivery delays. 
Based on these estimates, derived from 
the script, a duplicated form letter on 
printed American Broadeasting Co. 
letterhead is sent by the business man- 
ager to the advertising agency. He 
itemizes expenses of production items 
and studio facilities costs on this form, 
with a grand total. A duplicate is en- 
closed to be signed to signify approval, 
and returned to ABC so that it may 
proceed with production work. 

By now conferences have been follow- 
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INTRODUCING 


THE NEW EFFICIENT 


ALLEN-QUIK TWIN ERASING SHIELD 


MADE OF 
PLASTIC- 
FLEXIBLE 
HANDLE 


© Patent No. 2,522,111 


EVERY TYPIST NEEDS IT! 


This. amazing new Erasing Shield protects carbon 
copies while erasing and prevents smudging. 
TO MAKE ERASURES: place lower shield over or 
under carbon paper; top apertured shield over 
matter to be erased. : 
TO USE simply as a backing shield, place lower 
shield over or under carbon paper, move top aper- 
‘tured shield upward and erase. 


A REGULAR 


59° vaiue 


SAND 


15 sheets of Allen's famous 
Indicator typewriter carbon 
with special processed back 
and curl resistant. Size 87%," 
x Il" or 8%" x13". “It indi- 
cates as you type."’ 
; A REGULAR 
Typewriter Carbon 60c VALUE 
_ Both Items Delivered to You Postpaid, For Only 

OU (please supply your dealer’s name) 

Fully guaranteed. Fill in and mail coupon today. 


ALLEN & COMPANY 


Manufacturers of fine carbon papers and inked 
ribbons since 1920. 
Also finest carbon typewriter ribbons and Nylon ribbons. 


i- -13-15_ Vandewater_ Street, New York 38, _N._Y. 
ALLEN & COMPANY, Dept. 7 
11-15 Vandewater ‘St., New York 38, N. Y. 


Enclosed find $1.00 for your special offer. 
send us postpaid: 


1 Allen-Quik Twin Erasing Shield 
15 Sheets black Indicator carbon 


Size (1) 8%xl1l C] 8%x13 
NAME = 

TRESS SER ac een ne sae 
OUR DEALER’S NAME & ADDRESS 


Indicator 








Please 


ed by dry rehearsals, starting Friday 
and continuing Monday through Wed- 
nesday. Thursday — the big day and 
night — starts with a dry run-through, 
then dress rehearsal using costumes, 
properties, lights,” microphones and 
cameras. Technical, art and camera 
crews have been working. For them 
ABC requires paperwork, too. Stage- 
hands must fill in a duplicated Daily 
Attendance and Overtime Record with 
department, days and hours worked, 
total, overtime, and employee signatures. 
This record, in compliance with the 
Federal Wage and Hour Act, is re- 
tained in local permanent files. 

During studio rehearsals the technical 
director ‘brings his seript up-to-date by 
marking all camera shots, moves by 
cameras, microphone booms, ete., be- 
cause while the program is on the air 
he must call all camera shots and 
mike movements to the operating per- 
sonnel. At the conclusion of the show 
he fills out a duplicated ABC Technical 
Director’s Quality Report evaluating 
technical performance. The assistant 
director keeps another log of the seript 
pages and scenes where cameras, booms 
and lights are used. 

Carpenters and painters fill in a 
duplicated ABC production department 
Job Cost Card with spaces for name, 
position, job number, name of show and 
time worked. Finally, ABC has a dupli- 
cated Accident Report to be made out 
by injured employes or immediate super- 
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Musicians play from photocopies of 
the musical score. 
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BY THE MANUFACTURERS OF 


@r you’ve ever paid a printing bill for forms...here’s a 
SAVINGS that will astound you. If you’ve ever struggled to 
rule up a form by hand for mimeo, litho or hecto...here’s a 
SIMPLICITY that will amaze you. If you’ve ever had to put 
up with indifferent and amateurish results in forms repro- 
duction...here’s a ‘**FINISH’’ you can’t tell from a pro- 
fessional printing job. The Coxhead Forms Design Machine 
will not only rule up your forms and leader lines but will give 
you typography, too...clean professional typography (such 
as you are now reading) with instantly changeable faces in 
all styles and sizes. You “‘type-in’’ the reading matter while 
you rule the form. 


FOR ANY TYPE OF FORM... 


No matter bow complex 
or bow simpleyour forms 
design may be the DSJ 
will do it, accurately and 
professionally. The job 
youunroll from the Forms 
Design Machine is ready 
for any repro method. 


RALPH C. COXHEAD CORP. 
720 Frelinghuysen Avenue, Newark 5, N. J. 


Please send me Vari-typer Booklet #018. 
NAME 
COMPANY 
SEANAD, | ERC W SOON, =| REIMER 








visers as soon as possible after a mis- 
hap to stagehands, cameramen, helpers, 
other technicians or non-employees if 
the accident occurs on ABC premises. 
An original and two copies must be 
submitted to the personnel office. By 
Thursday night the stars, chorus, danc- 
ers, orchestra, technicians, and all are 
primed. 

Outside the studio a red light shines 
through the words, “ON THE AIR.” 
Inside, the second-hand on the huge elec- 
| trie wall clock sweeps around to 9 p.m. 
| (E.S.T.), a red bulb lights up and the 
show is on. Meanwhile, the engineering 
department is active behind the scenes. 
In the basement of the ABC Television 
Center, 7 West 66th St. in New York 
| City, engineers watch monitor television 
) screens and write on a stencil duplicated 
+ ABC Video Recording Engineers Re- 
port noting picture detail, brightness, 
contrast, streaking, ete. In the control 
) room, overlooking the stage the program 
'director and technical director check 
jand coordinate action and script cues, 


t ¥ % 


“paper makes a difference!” 


and all camera and film switching and 
movements by cameramen and mike 
boom operators. 

Throughout the program engineers at 
the master control and transmitter must 
enter on a duplicated ABC Television 
Operations Log their comments on pro- 
gram technical quality. Friday, the day 
after the program, the engineering 
office computes on two offset printed 
ABC forms the length of time worked 
by the crew and any overtime or penal- 
ties to be paid. 

Most prevalent of all forms used is 
the simple memo, the Interdepartmental 
Correspondence, with “to,” “from,” 
“date,” and “subject.” More than a 
hundred memos travel through the 
course of rehearsals, meetings, plans; 
both on printed forms as well as just 
scribbled on any serap paper. Lastly, 
publicity releases, duplicated on pre- 
printed forms, written and prepared by 
ABC, herald special programs and per- 
sonalities to newspaper and magazine 
television editors. 


Mu 


A CORRECT PAPER 
FOR EVERY USE! 


. rag bonds for letterheads with 
envelopes to match . . . onion skins 
and manifolds for multi-copy rec- 

ords .. . legal sizes, plain, legal or 

testimony ruled .. . printed “Copy”, 
manuscript covers . . . ALL pack- 
aged in convenient hinge-top boxes 
that fit any desk drawer... 


ASK YOUR STATIONER FOR 


EAGLE-)| PAPERS 


PAPERS 














AMERICAN WRITING PAPER CORPORATION 
HOLYOKE MASSACHUSETTS 
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Visualize Your Staff 
with Robotyper 
Equipment . ; 


Now you can minimize the cost and effort One girl 
Robotyper 





of routine correspondence that burdens 
your staff—yet have every letter or mem- 
orandum individualized in greeting, and Cee 
by personal inserts of names, dates, and is always nc. {yPewriter 
amounts, etc. manual Fsrent tad 
With four R 


Robotyper operates automatically at three his ‘oun 


vole yotypers 
. u 
times usual hand speed. Robotyper knows ce from 


no fatigue; requires no special typing skill; 
always works at top speed. 


Send coupon ROBOTYPER CORPORATION 
today for com- 18020 Ryan Road 
plete informa- Detroit 34, Michigan 
rien about Please forward information on how Robotyper can 
ROBOTYPER help my firm, 
equipment. 
NO 
fo} 1G icy Bale), 
OF COURSE. 


STATE 


ee ee ee ee ee ee ee ee ee ee es es ed 
Canadian Office: Robotyper Corporation of Canada, Suite C-23 Train Concourse, Union Station, Toronto, Ont. 
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Typewriter Ribbons and Carbon Papers 


There is no guesswork in our laboratories, 
manufacturing departments or finishing rooms. 
Each PANAMA-BEAVER product, being designed 
for a specific purpose, is planned and 
produced by skilled technicians working to 
a careful formula. These are PRECISION 
ribbons and carbons... and that is why 


their national popularity grows. 


MANIFOLD SUPPLIES COMPANY — 188 Third Avenue. Brooklyn 17, N. Y. 


Coast to Coast Distribution 
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Dr. Emest Martin Hopkins, 


CHAIRMAN OF THE BOARD OF DIRECTORS 
OF THE NATIONAL LIFE INSURANCE CO. 
USES A DICTAPHONE TIME-MASTER! 


THE CHAIRMAN of the Board of Directors 
of the National Life Insurance Company 
is another business leader who dictates 
the TIME-MASTER way. 


With it, you get more done more easily 
in less time and at less cost . . . have extra 
time for things besides work! 


You trap fleeting thoughts instantly, 
accurately—without waiting for your sec- 
retary! TIME-MASTER is always ready and 
waiting to record every word. Just flick a 
switch and think out loud! 





“Diet ” is a regi 
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The plastic Memobelt, its one-time recording 
medium, makes a permanent, mailable, 
fileable record! Your secretary will love 
TIME-MASTER’s tiny transcription hearing 
piece, the Magic Ear! Light as a feather, it 
can’t muss hair! 


Call your local Dictaphone man for a 
free demonstration in your own office! 


DICTAPHONE 


CORPORATION 


ed trade-mark of Dictaphone Corporation 
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R.C.Allen CASH REGISTERS 
y Ovely DuSINesS 


MODEL 100 


MODEL 100 Complete with many standard features 
Ideal for businesses needing a small capacity, low-price 
machine. 6 columns, totaling capacity 999.99 


MODEL 315 Itemizing receipt-issuing cash register for 
food stores, cafeterias, liquor stores—for all businesses 
handling multiple item sales. Grand Total of entire day's 
receipts available by touch of single key —Departmental 
keys classify sales. Paid-Out Tax Key Item 
Count and many other features 


MODEL 200 A 7-column, hand-operated 

Combination which records cash charge, 

received on account and paid out transactions Segregates 
sales by clerks, de partments commodities. Visible 

dials . enforced designation 
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MODEL 611 


Typing is easier because the R. C. Allen has all the features. Smoother acting line space lever 
... instant margin set . .. new touch . . . self-centering bail . . . and 23 other features. They all 


combine to make a typing machine of smart appearance and new dependability. 


Selling is easier because the R. C. Allen “Standard” is an item of reputation... pre-sold 
for you through continuous and intensive national advertising of the R. C. Allen name. It always 


pays to sell the best. 


R.C.Allen Business Machines, Inc. 


679 Front Avenve, N. W., Grand Rapids, Mich. 
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Easy te assemble 

ideal for office, 
factory or store 

Knot-free Ponderosa 
Pine 

Rust-proof locking 
brackets 

Thoroughly rigid 

Sway proof 

Low in cost 











Here is the ideal all purpose shelving for office, 
factory or store use. It can be set up in a few 
minutes by anyone—or it can be knocked down, 
moved and set up again, just as easily, in another 
location. Starter unit consists of six shelves with 
42” x 24” clear storage area with 12” clearance 
between shelves. 

There is nothing to compare with it anywhere. 
It stands alone in the field of shelving. Investigate 


Liberty Prefab Wood Shelving NOW! 





























AVAILABLE 


Write at once for 
complete details 
and prices. 


a i ee ee - o> Ge ome yin J 720 South Dearborn Street 
Chicago 5, Illinols 
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[s your office up in arms over overtime? 


MOBILIZING the facts you must have at 
your command needn’t put your office in 
a rebellious mood. 

Nor do you need armies of clerical help- 
ers to provide prompt, accurate, complete 
reports on all phases of your operation. 


With your present personnel, without 
costly installations, modern McBee Key- 
sort cards and machines provide you with 
accurate and useful management controls 
at less cost than any other system. When 
notched, the pre-coded holes along the 
edges of the Keysort cards make it easy to 
collect a wealth of data... classify it... 


Sole Manufacturer of Keysort—The Marginally Punched Card 
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summarize it... file it... find it... use it 
... quickly and accurately. 

And because Keysort cards are retained 
as the original records through the whole 
record-keeping operation, you're spared 
the errors and the costly time lost in copy- 
ing and recopying. 

McBee systems save time, money, work 
and worry. That’s why McBee sales have 
multiplied sevenfold in just a few years. 

Ask the trained McBee representative 
near you to drop in. He can tell you frank- 
ly whether or not McBee can help you. 


THE McBEE 
COMPANY 


295 Madison Ave., New York. Offices in 
principal cities. McBee Co., Ltd., 11 
Bermondsey Rd., Toronto 13, Ontario. 
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With this National 
one bookkeeper does 


the work of two... 


...because this NATIONAL "31" does more 
than half her work automatically. 


On some accounting jobs this newest National does two- Abid Get this FREE 
thirds of the work automatically. And what the machine : \ ate ren 
does automatically the operator cannot do wrong! ‘ crv x jem 
Whether your se reer ge J is now done by machine or to the Company at 
by hand this National ‘ will cut your accounting Dayton 9, Obto. 
costs .. . because it has lla and-effort-saving features 
never before combined on one machine. \tis the most complete, 
most flexible accounting machine ever made! 

While savings vary, they are always co. 

Often they repay the cost of a National ‘‘31’’ the first year. 

Your operator will be pleased, too. She oles’ learns to 
operate this newest National, her work becomes easier 
and more pleasant, and she becomes more valuable to you. 

Let the local National representative, a trained 
systems analyst, show you (without obligation) what you 
can save in your business. 


THE NATIONAL CASH REGISTER COMPANY 
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HE new mailMaster saves precious time 

and money for anyone using the mails. 
‘deal for any oflice—doctors, lawyers, retail- 
ers, secretaries. Speeds movement of incoming 
and outgoing mail. Eliminates use of separate 
ppening, sealing and stamping units. Protects 
postage. 

It’s easy to operate. To open envelopes, 
simply insert the envelope in the machine, 
press down a lever and zip . . . it’s opened! To 
seal envelopes uniformly and thoroughly, en- 
velope flap is drawn across a convenient re- 
cessed table-type sealer. To affir postage, 
simply press down on the plunger and a stamp 
is automatically and securely affixed. Holds 
500 stamps. 

All-steel construction. Soft gray wrinkle 
finish with chrome trim. Dimensions: 7” 
square; 814” high. Weight 61% lbs. 

Available at Commercial Controls offices in 
principal cities—listed in telephone directories. 
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50 


PLUS TAX 


Only *5 


MAIL THIS COUPON NOW! 


--------------- 


COMMERCIAL CONTROLS CORPORATION 
Dept. 0-41, Rochester 2, N. Y. 


0 Send literature and name of my nearest 
representative. 

0 We would like a demonstration. 

D Send mailMasters and bill us. 
($59.50 each, plus federal and local 

taxes F.O.B, Rochester). 


NAME 





FIRM 





ADDRESS 


“BUSINESS 
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| like FINAL- LINE 
Typist Guide Carbon 


| like NO-CURL 
NO-SMUDGE Carbon 


PEERLESS IMPERIAL Final-Line Typist 
Guide Carbon corrects the most serious 
typing fault—“typing too far down on the 
page.” 

FINAL-LINE reduces the need for doing 
letters over. Three punch holes at the top 
and bottom of an uncoated extension edge 
tell the girl when to start—warn her when 
fo stop. 


NO CURL-NO SMUDGE Carbon lies 
flat, is clean to handle, easy to work with. 
Writes sharp, has greater manifolding 
power—with more copies per dollar of cost. 
Uncoated extension end makes it easy to 
remove without soiling fingers. 


Ask your Dealer for FREE sample sheets. 


If he doesn’t carry the PEERLESS 
IMPERIAL line, write to us. 


PEERLESS-IMPERIAL CO., INC. 


General Office and Factory: 28 Peerless Place, Newark 5, New Jersey 
New York Office: 7,321 Broadway * Chicago 2, 179 W. Washington Street 
Detroit 18, 37 Linden Street, River Rouge, Michigan 
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thrice welcome ! 


. is the man who delivers the calculator on 
which multiplication is Easier and Faster, with 
Positive Accuracy Control. That means 
Marchant, the only calculator with Push-Button™ 
Multiplication, available on both the 
Figuremaster and the low-cost 
Figurematic. Since more than half of all 
calculator work is multiplication, the 
entire office welcomes the calculator 
that saves one step in every 
multiplication problem. The Marchant 
man in your phone book will 
prove this by a demonstration in 
your office. Call him today. 





(NEW AUTOMATIC LINE-UP *% PUSH-BUTTON MULTIPLICATION 
“SPEEDS DIVISION. Touch of Touch of a key in this row enters 
new Division Control automatically multiplier digit POSITIVELY. . . car 
lines-up dividend and divisor as riage shifts AUTOMATICALLY... 
division begins answer appears SIMULTANEOUSLY 


a 
' Mail this Coupon with your business letterhead to get our pind mM 
: GUIDE TO MODERN FIGURING METHODS 

\ ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS ‘wt AMERICA'S FIRST 


i MARCHANT CALCULATING MACHINE COMPANY: 


GAKLAND 6B, CALIFORNIA 
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Lightning OFFERS YOU 6 DIFFERENT 


AUTOMATIC MAIL OPENERS 


FOR EVERY TYPE OF BUSINESS 


Tell us the volume and type of your incom- 
ing mail. We will recommend the Lightning 
automatic mail opener that will precisely fit 
your particular needs—based on our 

40 years experience making letter 
openers to meet all the needs of every 

type of business. 


Model A-9 is motor- 
operated. It opens 500 
letters a minute, in- 
cluding mail up to a 


half-inch in thickness. 
Price $250 including Model H-2 is hand-operated. It opens 75 
tax. letters a minute. Price $65 including tax. 


Lightning MAIL SEALER 
Model K is hand-operated. It auto- 
matically seals 100 standard-size envel- 
opes a minute. Price $120 including 
tax. Also available in a motor-driven 
model that seals 200 envelopes a min- 
ute, at $175 including tax. 


THE BIRCHER CO., INC. 


Sales and Service Makers of Letter Openers for Over 40 Years 
cern Sie Rochester 14, N. Y. 


MORE LIGHTNING LETTER OPENERS ARE NOW IN USE THAN ALL OTHER MAKES COMBINED 
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NO ADVANCE IN 
PRICES! 


Immediate Delivery! 





— — 


ING STATEMENT —1961 
Wages Paid and Income and F.1.C. A. Tense 
Marital 
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srsrsaer-sore @ S, K. Forms Company 


Pet ee See 








6 SETS TO A STRIP 
CARBONIZED IN 
“QUADS”, “QUINTS” 
AND “SEXTUPLES” 





Forms W-2 and Envelopes in- S-K 
cluding employer's imprint can Forms W-2 
be shipped within a few days Approved by 


from receipt of order. * U.S. Treasury De- 
partment. 

*% 26 States (5 part 
forms). 

* 4 nt (6 part 
> 2 forms). 

Write today for sample strip ie Seaetd © aus dion 

e for New York State. 

and schedule of low prices. * Various Cities— 


where practicable. 


er FORMS CO 309 WALNUT STREET 
@ PHILADELPHIA 6, PA. 


S-K AND CAHILL PAYROLL BOOKS AND SYSTEMS 
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With an IBM Electric Typewriter, your secretary will turn out the most 
beautiful work you’ve ever seen. Wherever your letters go, their fine appear- 
ance will reflect credit on you and on your company. 


Your secretary will type faster, yet actually use far less energy doing it. 
She’ll be able to devote more time to other important work. 


So many exclusive, time-saving features are yours with an IBM Electric 
Typewriter, you'll certainly want to investigate its advantages without delay. 


| 1BM | Cleathie Typewriters 


INTERNATIONAL BUSINESS MACHINES CORPORATION 
590 Madison Avenue, New York 22, N. Y. 


THe Orrice—April, 1951 





KEE jx; 





THE ORIGINAL NON-GREASE CARBON PAPER 


Always the Best in All Climates 
Does NOT Dry Out! 


DEPENDABLE IN OVER 

1000 COATINGS IN 

Typewriter Carbons end Billing Carbons in 
5,7, 8, 9, 10, 11, 12, 13, 15, 20 Ib. weight 
Duplicating Carbons Sales Book Carben 


Duplicating Units Stripe Carbon 
plain or printed All sizes 


Pencil Carbon Copying Carbon 

Pen Cardon Carben sewed in 

Hectograph Carbon binders 

Pattern Tracing Reverse Stripe and 
Carbon 2-Color Stripe 

One Time Carbon Full or Both Sides 

Printer's Carbon Coated 


CARBON ROLLS FOR 


Vari-Typer Executive Writing 
Burroughs Hectowriter 
Elliott Fisher Tabulating 
AutegraphicRegisters Teletype 

Elliott Addressograph Tally Rolls 








All. Photostatic Sunstrand 
Alphabetical Printer Laundry Marking 


* 


Kee Lox Dupli-Pox for 1.B.M. and Fanfold 
Continueus Ferms 


Send for Free Semples for any experiments or tests you 
desite to moke ot ony time. We consider it afavorto serve. 


KEE ]ox, 


MANUFACTURING CO. 
ROCHESTER 1, N. Y., U.S.A. 


EXPORT DEPARTMENT: Rochester 1, N.Y, U. S. A. 
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SELF-INKING RIBBONS FOR 

ALL MACHINES AND SYSTEMS 
Multilith Lithograph 
Addressograph Multigraph 
Dupligraph Teletype 
Speedaumat Stamp Ribbons 
Burroughs Hectograph 
Allen Wales 
Cash Registers 


Writerpress 


Roneo 
Checkwriters 


Dalton 


Tabulating 


All American 
Sunstrand Typewriters 
All 1.8.M. Machines All Foreign 


Time Clock Typewriters 


CARBONS in Black, Blue, Purple, Red, 
Green, Brown, Orange, Yellow 


Over 40,000 Different Varieties of Widths 
and Color Inkings 


Kee Lox Service to the Public in the U. S. A. 
through 35 Direct Branches 


a a ee eo i 








2 SE TY ae ES SEK SE a a 
Kee Lox Mfg. Co., Rochester 1, N. Y., U.S. A. 


Please send free samples of Carbon: 
Carbon. Color 

.--. Copies a? One writing and use a 
Machine. 
Silk 








fo 
(Samples of work of different inkings will be sent) 





Address .... 
SOI caiciberccreieicisicemees icchiledilvrdbilenenseebukiielbiibiiaisciateiaes oo 
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There are 


2b O 
STYLES and SIZES 


of 
ACCO 
FASTENERS . 


























ACCO FASTENER 











Beginning with the universal__ used style with 234” 
centers (above) Acco has a fastener to meet your 
every need. Used independently, or in ACCOBIND 
Folders or ACCOPRESS Binders of fine pressboard, 
they provide an immediate and permanent answer 
to the binding problem of every office. Ideal for 
binding loose leaf catalogs, ete. “ACCO-Bound 
Papers are Safe Papers.” 





ACCO 


Po Produets, Ine. 
x Ogdensburg, 
ene New York 


PAPER FASTENERS 
BINDERS ¢ FOLDERS « PUNCHES 























In Canada: ACCO CANADIAN CO., LTD., Toronto 
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> ‘ with Clear, Sharp 
Carbon Copies . 


USE 


TARA 


aLuslinguished 


CARBON PAPER 





Do you have to squint and squirm when you try to decode words 
and figures on illegible carbon copies? Then you know how 
irksome it must be when dim, smudgy copies of 

orders, sales reports, quotations or other data _ 

are read by various members of your 
organization. TARA Carbon paper elimi- 

nates ‘‘Squint-Eye-Tis’” — makes every copy 

legible, easy to read. 100% rag imported 

tissues and exclusive silver-shield non-curl 

backing make TARA lie flat, saves typist’s 

time in handling. Erasures are neat...retyping 
unnecessary. And surprising as it may seem, 

TARA costs less, yet out-performs old 

lines in every way. 





Make the “SQUINT-EYE-TIS” Test! THE AMERICAN CARBON PAPER CORP 
Try TARA Carbon Paper on prs West Coke: sirge eae 
your own work. One glance will | say ee ee ee 
aon you Pca gene in cleaner, SEND FREE SAMPLES of TARA 
clearer, rper multiple copies. : 
Free samples without obligation. PAPER and prices for use on 


typewriter for {number of)copies. 


MAIL COuPON Now 


Firm Name 


Address 





.... CONTROL IT! 
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“NEW LOOK” OF METALLIC- 
BACK FLAGSHIP LEADS 
TO EVER-GROWING 

CARBON PAPER VOLUME! 


@ Flagship is curl-proof, 
not just curl-resistant 


Figen 
“< 5, 


@ Flagship’s metallic back means 
extra wear,easier handling 


pene om, Oe 
po wae 


@ Flagship makes sharp, 
permanent copies 


ee 


@ Flagship allows smudgeless 
erasures 


ih 


ACM 


Pardon the pun, but there's nothing stationary about Flagship! It 
moves off your shelves—fast—because it has something no other 
carbon paper has. This point of distinction is Flagship’s uniquely 
different metallic finish supported by a plastic base. Flagship gleams. 
It has a clean-cut, silvery look that sells it on sight. But this different 
kind of carbon paper, besides having a superior look, does a superior FLAGSH IP RIBBONS 
‘ K . ‘ . An entirely different ribbon with 
job—a time-saving, trouble-saving, money-saving job for your cus- extra sharpness, blackness, long wear 
tomers. That’s what makes Flagship a powerful builder of ever- and erasability. Fine long-staple cot- 
increasing repeat sales! Sound like something for you? Let us tell you ton fabric gives increased wear and a 
the whole story. And let us tell you what the chances are for a dealer- pr er ela e-aee seg 
Rapasces ge Ad cyano for the Flagship carbon box in black. 
ship for Flagship and the entire Allied line of carbon papers and red, and gray metal. 
inked ribbons. Write today to Dept. B 











Al ‘ é - D CARBON AND RIBBON MANUFACTURING CORPORATION 
General Offices and Factory: (65 Duane Street, New York (3 
Western Office & Warehouse: 1629 So. B’way, Los Angeles 15 
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ALL-PURPOSE 
PORTABLE TYPEWRITER 


Made in 
Western 
Germany 


. Styled for Personal Use 





' Dust-protective exterior in Black, Wine Red 
: or Olive Green Crackle Finish. 


Built for Office Operation 


144 non-glare keys, left and right shift key, left 
‘and right marginal stops, line-adjusting lever 
Hor 3 different spacings, platen release knob, 
‘automatic ribbon reverse, line-indicator ribbon- 
‘adjusting lever for black or red typing and 
Stencil cutting, quiet carriage and shift key 
Bction, line indicator plate with paper holder 
Ho allow typing to top and bottom edges of 
sheet, handy carriage release, clear type with 
high impact strike for making many legible 
carbon copies, handsome carrying case for 
easy portability, and many other selling fea- 
tures. 


Exclusive Dealerships Available. 
Write Today for Full intormation. 


INTER-CONTINENTAL TRADING CORP. <— 


90 WEST STREET, NEW YORK 6, N. Y. 











If you have heard or read 
that Olympic typewriters 
are made behind Soviet 
Russia's Iron Curtain, you 
should know the following 
facts: 


World famous Olympia Type- 
writers are still being made by 
trained and experienced, free 
German craftsmen at Wilhelms- 
haven in the Western Zone of 
Germany. These Olympia Type- 
writers, advertised on this page, 
are up-to-date examples of the 
precision office equipment for 
which pre-war Germany was 
world renowned. Please do not 
confuse these fine products with 
any other, even with a similar 
name. 


Machines made in the Soviet Zone and 
bearing the name Olympia are banned 
from the market by the German courts. 
This action, under international law, is 
not yet effective in the United States 
because all pre-war German trade 
marks are under jurisdiction of the 
Alien Property Custodian, which agency 
has not yet made a decision in this 
matter. 


In the meantime, DON'T BE MIS- 
LED . . . investigate the fine quali- 
ties of Olympia Typewriters made 
in Western Germany by free labor 
under democratic conditions. Write 
today for full information on avail- 
able dealerships. 
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the new improved 
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This 6/2 pound Adding Machine 
is in big, growing demand 


Extensive research has enabled us 
to cgphete a new, improved 
Swift Adding Machine—a portable 
adding machine with 9-column 
capacity, visible adding dials and 
all-steel case. 

The tremendous response of the 
trade and public has shown them 
quick to recognize the handy port- 
ability and value of this new Swift 
Adding Machine. 


Dealer orders are snowballing. 
Every day we receiye many letters 
from consumers, inquiring about 
the Swift...and from dealers, 
telling us about the wide, growing 
interest. 

We are doing everything pos- 
sible to fill our dealers’ orders 
...and to place more Swift 
Adding Machines in the hands of 
the public. 


SWIFT Business Machines Corporation + Great Barrington, Mass. 








PRODUCTS 
THAT RESELL 
THEMSELVES 














The quality that is manufactured 
into the M & V line of carbon 
papers, inked ribbons and special 
inks is what resells those prod- 
ucts over and over again. Once a 











2) 


customer tries M & V, he is sure 
to continue to buy. 


Call or write the M & V Quick 
Service Distribution Point near- 
est you for products and prices. 


MITTAG «& VOLGER, Inc. 


Park Ridge, New Jersey 
Fine Carbon Papers and Inked Ribbons Since 188] 


QUICK SERVICE DISTRIBUTION POINTS 


NEW YORK 7, N. Y. CHICAGO 6. ILL. SAN FRANCISCO 5, CALIF. 
261 Broadway 558 W. Washington Street 591 Mission 

BOSTON 10, MASS. KANSAS CITY 6, MO. LOS ANGELES 13, CALIF. 
75 High Street 1013 Grand Avenue 406 South Main Street 
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The Safety Vault Alone... 


is worth the entire cost of these cabinets. 


eee 


The "JUNIOR" File No. 197Y 


Small enough to fit any nook, large enough to 
keep letters, bills and personal papers orderly. 
A steel safety vault for your valuables (only 
YOU know the combination). Two ball-bear- 
ing letter files. 37/4" high, 1544" wide, 17!/2" 
deep. Cole gray baked enamel finish. 


$ 45° 


With plunger-type lock for both drawers Ne. 
197YPL $55.00 


TORE PECOPEOO COCO OC CECE CESS eee 





The "SALESMAN'S" File No. 960Y 


A drawer for prospects’ and customers’ names. 
Holds 3200 3 x 5 or 4 x 6 cards or cancelled 
checks. Two ball-bearing letter files for letters 
and quotations. A steel safety vault for your 
cigars, bottles or other valuables, protected 
by a combination dial lock. 43" high, 15'/," 
wide, 17'/2" deep. Cole gray baked enamel 


oleh. $ cy da 


With plunger-type lock which aut tically | 
all denwers Ne oto 60Y PL ee Me 0-00 


SB SRN he ha ns 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES 


of o} = 








STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y. 








"200 copies by noon, he says! 
Tt would take 5 people to do that!" 














When you need multiple copies in a hurry—of important Qin 
conference reports, sales letters, bulletins, price lists— PLICATOR 
use your duplicator. One typist can, literally, do the 
work not of five but of ten. And when she uses Ham- 
mermill Duplicator paper, only one typing, only one 
checking is necessary. Every copy will be clear, bright, 
easy to read. 
Send the coupon now for an up-to-date sample book of 
FREE! Hammermill Duplicator and the helpful idea-book, 


*"Duplicator Facts."' 
— P 


Hammermill Paper Company, 
ME RMILL 1463 East Lake Road, Erie 6, Penna. 
HAM Please send me—FREE—the sample 
book of Hammermill Duplicator. (Check 
TOR here (] if you'd like a copy of the helpful 
DUPLIC idea-book, ‘“‘Duplicator Facts.’’) 


business letterhead TO-APR 
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Office Reproduction and 
Imprinting Methods 


CONTENTS 


SECTION PAGE 


REPRODUCTION PROCESSES 


I: CARBON PAPER 
1. Pencil Carbon Paper 
2. Machine Carbon Paper 
3. Multiple Inked Ribbons 


Il: AUTOMATIC TYPEWRITER 
|. Perforated Roll Machine iaieke 
2. Perforated Tape Machine .............. 


lll: HECTOGRAPH DUPLICATING 
|. Gelatin Process 
2. Spirit—Direct Fluid Process . 
3. Spirit—Forced Fluid Process . 


IV: STENCIL DUPLICATING 
1. Rotary Duplicator 


V: RELIEF DUPLICATING OR PRINTING 
1. Rotary Duplicator 
2. Flat Bed Printing Press 
3. Flat Bed Relief Proof Press ... 
4. Metal Sheet Rotary Duplicator 


Vi: OFFSET DUPLICATING OR PLANOGRAPHY 
|. Rotary Offset Duplicator 
A. Direct Image 
B. Opaque Stencil Transfer 
C. Photography Transfer 
2. Flat Bed Offset Proof Press ... 


Vil: PHOTOGRAPHY (Camera) 
|. Photographs 
2. Photocopy 
3. Microfilm 


4. Enlargement or Reduction from 
Negatives 


Vill: CONTACT PRINTING 
|. Darkprint Processes 
A. Blueprint ae: ; 
Be ae Pe POE oi ois x ee see igs 
C. Contact Prints 
a. Negative Sensitized Paper ....... 
b. Positive Sensitized Paper ........ 
2. Whiteprint Processes 
IX: DRY ELECTRICAL PROCESS 
1. Contact Prints 


2. Offset Plate Preparation eR 
3. Dry Printing 
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SECTION 


X: FACSIMILE METHODS 
1. Transmission of Typewritten Messages.. 
A. Teleprinter 
B. Teletypewriter 
C. Radiotype ......... .. 
2. Transmission of Handwritten Messages. 
. Transmission of Pictorials 
A. Desk-Fax 
B. Telefax 


. Preparation of Duplicating 
Intermediates 


A. Faxograph 
B. Multifax 
C. Stenofax 


IMPRINTING METHODS 


: IMPRESSION STAMPS 
. Rubber Stamp 
. Signature Stamp 


. Date and Time Stamp . 


| 
2 
3. Date Stamp 
4 
5. Numberers 


XII: ADDRESSING METHODS 
|. Addressing Devices 
A. Spirit Hectograph Process .... 
B. Stencil Process 


. Addressing Machines (for evens 
only) 


A. Spirit Hectograph Tape ......... 
B. Stencil Frames 

C. Relief Type “ 
. Addressing and Imprinting Machines Sy 
A. Fiber Stencil Cards 

B. Embossed Metal Plates ; 
C. Spirit Hectograph Card Masters ... 


Xill: TABULATING MACHINES 


|. Accounting Machine or 
Printing Tabulator 


2. Card Interpreter 
3. End Printing Reproducing Punch 


XIV: SIGNATURE MACHINES 
1. For Signing Individual Checks . 
2. For Signing Continuous Checks 


3. Pen and Ink yacesdenprsenat deh Written 
Signature .... 
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Office Reproduction 


and 
Imprinting Methods 











IRVIN A. HERRMANN 


Office duplicating problems can be divided into two general classifications: 

1—REPRODUCTION: The producing of one or more copies from an original, on 
blank stock. 

2—IMPRINTING: The insertion of repetitive or variable data on existing 
copies. ; 





ee 


There are 9 basic REPRODUCTION problems common to offices: 


A—Reproduction of line work (without halftones). 
(Record or report forms, charts, checks, letterheads, bulletinheads, advertising 
literature, envelopes, tags, and labels.) 

B—Reproduction of the text (without halftones). 

(Form letters, bulletins, notices, and other composition.) 

' C—Reproduction of “A” and “B” together (without halftones). 

: (Text, message or line illustration reproduced with the letterhead or bulletin- 

head, or the recorded data reproduced with the form or report.) 
_ D—Reproduction of “A” and/or “B” with halftones. 
' (Bulletins, circulars, instructions, and advertising literature with halftones.) 
A halftone is screen shading of fine variated dots which are necessary to repro- 

_ duce a photographic picture. 

_ E—Reproduction of progressive cumulative information periodically. 

, (Adding data to an existing master, stencil, or plate to compile periodic cumu- 
lative reports thereby eliminating recopying of the previously recorded data.) 

F—Reproduction of “A” and “E” at the same time. 
(Requires preprinted spirit hectograph master, die impressed stencil, direct 
process offset plates for duplicating, or a translucent printed master for contact 
printing.) 

G—Reproduction of “A, B, C, or D” on materials other than paper or card stock. 
(Materials may include cloth, glass, metal,wood, ceramics, or other items having 
a smooth surface.) 

H—Superimpose the data appearing on two or more originals to make a com- 

posite copy. 

I—Produce a duplicating master, stencil, or plate automatically from an existing 

original to — an intermediate for reproducing additional copies. 
(Prepared by photography, mechanical facsimile, or mechanical transcript.) 


ne 


py kine DOE NAPE 


48 Tue Orrice—April, 1951 





eS 


es Ay te cate get ve 


f 

} 

‘ 

{j 
{ 

; 
ba. 


airs = 


There are 9 basic IMPRINTING problems common to offices: 

J—Imprinting of repetitive data on a quantity of identically printed copies. 
(Repeat the same name, address, number, date, color, size, amount, or any 
record information on a quantity of like copies.) 

K—Imprinting of variable data on a quantity of identically printed copies. 

(The information changes for each consecutive copy such ag addressing.) 

L—Imprinting of both repetitive and variable data at the same time on a quantity 


of like copies. 
(Part of the data is repeated and part changed.) 


M—Imprinting of repetitive data on two or more different kinds or sizes of printed 


copies. 
(Same as “J” except the copies are not identical.) 


N—Imprinting of a facsimile signature on a quantity of like copies. 
(Different from “J” because of composition requirements.) 

O—Imprinting of repetitive data on materials other than paper or card stock. 
(Materials may include cloth, glass, metal, wood, ceramics, or other items 


having a smooth surface.) 
P—Compile a tabulated list or report in journal form by imprinting variable line 


data from existing cards or plates. 
Q—Imprinting individual copies mechanically by transferring single line infor- 


mation from a list or journal. 
R—Imprinting of repetitive data and transfer of line information from a journal 


at the same time. ; 
(This is a combination of imprinting “J” and “Q” simultaneously) 


There are 5 possible combinations of REPRODUCTION and IMPRINTING: 


S—Reproduction of “A” and imprinting of “J” at the same time. 
T—Reproduction of “A” and imprinting of “K” at the same time. 
U—Reproduction of “A” and imprinting of “L” at the same time. 
V—Reproduction of “B” or “C” and imprinting “N” at the same time. 
W—Reproduction of “D” and imprinting “N” at the same time. 


There are 10 basic REPRODUCTION processes: 
I: Carbon Paper 
II: Automatic Typewriter 
III: Hectograph Duplicating 
IV: Stencil Duplicating 
V: Relief Duplicating or Printing 
VI: Offset Duplicating or Planography 
VII: Photography (Camera) 
VIII: Contact Printing 
IX: Electrical Dry Process 
X: Facsimile Methods 
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and 4 basic IMPRINTING methods: 


XI: Impression Stamps 
XII: Addressing Methods 
XIII: Tabulating Machines 
XIV: Signature Machines 


Processes such as silk screen, engraving, emboss- 
ing, stone lithography, pen ruling, and the various 
high speed presses which are uncommon in an office 
—and imprinting machines, such as check protec- 
tor, postage meter, coupon ticket, marking, endors- 
ing, perforating, and oil paper stencils which are 
— for a single specific job—are disregarded 

ere. 


Each of the fourteen basic duplicating processes 
has several variations that multiply the possibili- 
ties for solving reproduction and imprinting prob- 
lems. Some of the reproduction processes can also 
be used for imprinting; likewise, some of the im- 
printing methods can be used for reproduction 
which complicates the situation more. In fact, 
there are so many possibilities that anyone un- 
familiar with all the ramifications of duplicating 
becomes confused; therefore, this analysis has been 
developed as a guide to help apply the most prac- 
tical method to solve the majority of office repro- 
duction and imprinting problems. 


To control reproduction and imprinting so that 
you can take advantage of minimum costs, im- 
proved quality, standard sizes, increased produc- 
tion, and to expedite service, all duplicating re- 
quests should clear through one central point, and 
be handled by individuals thoroughly familiar with 
all the possibilities, characteristics, limitations and 
comparative quantity production costs of all proc- 
esses available within the organization. 


In most cases a problem can be solved by two or 
more processes and usually the deciding factors 
are: (1) quantity required; (2) quality of copy re- 
quired; (3) master available; (4) design of the 
copy; (5) layout cost for preparing master, stencil, 
plate or typesetting; (6) combination runs (two or 
more up or front and back on the same plate); (7) 
equipment limitations such as (a) thickness of 
paper or card stock, (b) minimum and maximum 
sheet size, (c) maximum printing area, (d) style 
type, and (e) gripper or margins required; (8) 
time element or urgency for completing the job; 
(9) preservation of master, stencil, plate or type for 
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CARBON 
PAPER 


PENCIL CARBON PAPER 
MACHINE CARBON PAPER 





AUTOMATIC PERFORATED ROLL MACHINE 


TYPEWRITER 












PERFORATED TAPE MACHINE 


INDIVIDUALLY PREPARED MASTER 
PREPRINTED MASTER 





GELATIN 






















HECTOGRAPH 
DUPLICATING 







Ill SPIRIT 
(DIRECT 


FLUID) 


INDIVIDUALLY PREPARED MASTER 





PREPRINTED MASTER 
SPIRIT-FORCED FLUID-LINE TRANSFER POSTING 


INDIVIDUALLY PREPARED STENCIL 
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PHOTOCHEMICALLY PREPARED STENCIL 
TYPE SET OR LINE SLUGS 
RUBBER OR METAL PLATE 
RUBBER “STICK ONS” 
TYPE SET OR LINE SLUGS 
RUBBER OR METAL PLATE 
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ON AND IMPRINTING GUIDE 


Reproduction of line work—without halftones. 

Reproduction of the text—without halftones. 

Reproduction of “A” and “B” together—without halftones. 

Reproduction of “A” and/or ““B’ with halftones. 

Reproduction of progressive cumulative information periodically. 

Reproduction of “A’’ and “E” at the same time. (Requires preprinted masters.) 
Reproduction of “A,” “B,”” “C,"’ or “D”’ on materials other = paper or card stock. 
Superimpose the data appearing on two or more originals to make a composite copy. 
Produce a duplicating master, stencil, or plate automatically from an existing original. 






Imprinting of repetitive data on a quantity of identically printed copies. 
Imprinting of variable data on a quantity of identically printed copies. 
Imprinting of both repetitive and variable data at the same time on a quantity of like copies. 
Imprinting of repetitive data on two or more different kinds or sizes of printed copies. 
Imprinting of a facsimile signature on a quantity of like copies. 

Imprinting of repetitive data on materials other than paper or card stock. 

Compile a tabulated list by imprinting variable line data from existing cards or plates. 
Imprinting individual copies mechanically by transferring single line information from a list. 
Imprinting of repetitive dato and transfer of line information from a journal at the same time. 



















Reproduction of ‘‘A”’ and imprinting of ‘‘J’’ at the same time. 
Reproduction of ‘‘A” and imprinting of ‘*K’’ at the same time. 
Reproduction of “A” and imprinting of “‘L’’ at the same time. 
Reproduction of ‘‘B’’ or ““C’’ and imprinting “‘N’’ at the same time. 
Reproduction of ‘‘D’’ and imprinting ‘“‘N’’ at the same time. 


ST PRACTICAL APPLICATIONS FOR THE SPECIFIC PROBLEM. 
| APPLICATIONS TO BE USED ONLY IN REMOTE CASES. 





PRACTICAL RUN - QUANTITY COPIES 
(APPROXIMATE) 





REPRODUCTION AND IMPRINTING PROBLEMS 
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STENCIL INDIVIDUALLY PREPARED STENCIL 
IV DUPLICATING IMAGE DIE IMPRESSED IN THE STENCIL 
(ROTARY DUPLICATOR) PHOTOCHEMICALLY PREPARED STENCIL 


xix xl Oj; 


TYPE SET OR LINE SLUGS 
RELIEF DUST tTOR | RUBBER OR METAL PLATE 
DUPLICATING RUBBER “STICK ONS” 
OR FLAT BED TYPE SET OR LINE SLUGS 
PRINTING PRESS RUBBER OR METAL PLATE 
FLAT BED PROOF PRESS 


DIRECT INDIVIDUALLY PREPARED PLATE 
PROCESS 
OFFSET PLATE PREPRINTED PLATE 


xlO|xix|x< | x< 


VI DUPLICATING FROM OPAQUE STENCIL PREPARED INDIVIDUALLY 
PHOTO 
(PHOTO LITHOGRAPHY) PROCESS OPAQUE STENCIL SPLICED TO PHOTO NEGATIVE 


(PLANOGRAPH) MATE 


REPRODUCTION 


FROM PHOTO NEGATIVE 
FLAT BED OFFSET PROOF PRESS 
PHOTOGRAPH—EXISTING COPY 
PHOTOGRAPHY PHOTOCOPY—EXISTING COPY 
(USING CAMERA) MICROFILM—EXISTING COPY 


xix |x lOllx<] <| x |< |x 


ENLARGEMENT OR REDUCTION FROM EXISTING NEGATIVE 


INDIVIDUALLY PREPARED TRANSLUCENT ORIGINAL 


ALL 
PROCESSES | REPRINTED TRANSLUCENT ORIGINAL 


CONTACT ae FROM EXISTING NEGATIVE INTERMEDIATE 
IN 


PRINTS ONLY POSITIVE ORIGINAL | POSITIVE INTERMEDIATE 


WHITE PRINT INDIVIDUALLY PREPARED TRANSLUCENT ORIGINAL 
12) 


PREPRINTED TRANSLUCENT ORIGINAL 
DRY ELECTRICAL PROCESS—XEROGRAPHY 

TELEPRINTER, TELETYPEWRITER & RADIOTYPE 
FACSIMILE TELEAUTOGRAPH 
METHODS DESK-FAX & TELEFAX 


<xH1O;|<)| x) «<1 O| «i «x )| x | «| <I] x] x 


< | O |] >< II] <] >< | x |< | x 


FAXOGRAPH, MULTIFAX & STENAFAX 
IMPRESSION STAMPS—RUBBER OR METAL 
ADDRESSING | SPIRIT HECTOGRAPH PROCESS 
DEVICES STENCIL PROCESS 


ADDRESSING | SPIRIT HECTOGRAPH TAPE 
ADDRESSING MACHINES 


{ADDRESSING STENCIL FRAMES 
METHODS ONLY) 


RELIEF TYPE 

FIBER STENCIL CARDS 
ADDRESSING 
& IMPRINTING | EMBOSSED METAL PLATES 


MACHINES 
SCRIPTOMATIC 


IMPRINTING 


TABULATING ACCOUNTING MACHINE OR PRINTING TABULATOR 
MACHINES CARD INTERPRETER 

FOR CUT FORMS 
SIGNATURE 


FOR CONTINUOUS FORMS 
MACHINES 


PEN & INK SIGNATURE 
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reruns; (10) overall cost of the finished job (your 
cost compared to outside prices). 


Answer these questions to determine 
the best process to use: 


1. What is the specific problem—reproduction or 
imprinting? 
2. Can two problems be solved in one operation— 
two reproduction, two imprinting, or a combination 
of reproduction and imprinting? 
3. How many copies are required? (This should - 
determined by usage requirements and not 
guess. Use the REPRODUCTION AND IMPRINT. 
ING GUIDE for approximate quantity range of 
the various reproduction processes.) 
4. Which reproduction process or ee meth- 
od can be considered for the job? (Use the RE- 
PRODUCTION AND IMPRINTING GUIDE to de- 
‘termine which duplicating methods are applicable 
for each specific problem.) 
5. Which process is the most practical and eco- 
nomical for the quantity and quality required? 
(Decide this by analyzing the advantages and lim- 
itations of the applicable processes.) 


How to use Reproduction and Imprinting Guide: 


<we (SEE FOLDED CHART) <—w«« 
1. Ascertain the code letter that applies to the 
duplicating problem from the top of the guide— 
either one of the letters A to I for reproduction, J 
to R for imprinting, or S to W for a combination | 
repreduction and imprinting job. 
2. Determine the quantity of reproduction copies 
required. 
3. Refer to the proper code letter opposite arrow 
and also to the quantity of copies required. Then 
refer downward simultaneously in both code letter 
and quantity columns until you come to a horizon- 
tal bar in the quantity column which also has an X 
to its left in the code letter column. These points 
reveal the various processes applicable to the par- 
ticular problem or job. 
Example: 


1. We wish to reproduce a text or message without 
halftones. This is Basic Reproduction Problem B. 

2. We need 1000 copies. 

3. Opposite arrow, we find code letter “B” and under 
“Practical Run—Quantity Copies” we find quantity 
“1M.” Referring downward under both “B” and “1M,” 
the first method we come to is Stencil Duplicating 
with stencil prepared individually, while six other 
methods are also indicated. 

NOTE: “O” in chart indicates that a process can 
be applied but should be used only in exceptional 
cases. 











ARBON PAPER is the most com- 

monly known means of reproducing 

copies because of its universal use. 
There are basically two types of carbon 
(1) one made for writing longhand with 
pencil or ball point pen, and the other 
(2) for use with typewriter or other 
office writing, recording, or imprinting 
machines. (Hectograph carbon paper is 
covered in Section III). Both types are 
available in sheets or rolls, four weights 
of tissues (light, medium, standard and 
heavy), with three carbon finishes 
(hard, medium and intense) and in five 
eolors (black, blue, purple, green and 
red). It can be had with carbon coated 
on one side (semi) or coated on both 
sides (full or double face), or coated 
saddleback (partially coated one side 
and partially coated on the other side 
—usually used for making duplicate 
statements with accounts receivabie 
ledger by dropping the fold down over 
the ledger card located in the center.) 

Spot carbon, or strip carbon, placed 
at any location on the back of a form, 
or on separate carbon sheet, permits re- 
producing the copy at that location, 
and omits the copy on the balance of 
the form. Printed blockout on any por- 
tion of the form, or short size carbon 
paper, can be used instead of spot or 
strip carbon. 

Inexpensive carbon paper, known as 
“one-time carbon paper,” is available 
for longhand or machine. This is com- 
monly used in unit blocked, snap-out, 
and continuous forms in sets. The use 
of one-time carbon paper permits con- 
secutive numbering of sets through the 
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I: 
Carbon Paper 


carbon paper to assure numbering ac- 
curacy of all parts in the set. Forms 
can be printed on carbon backed paper 
to eliminate inserting carbon paper. 

Bookkeeping machines are available 
tor preparing the register or journal 
sheets, and in the same operation re- 
produce carbon copies of the single 
writing line on individual ledger sheets, 
checks or vouchers. Special sheet or 
card holding devices for collating and 
registering various forms are available 
for getting the same result with long- 
hand posting. A typewriter attachment 
containing multiple inked ribbons 
(e.g., Dupli-Typer, used for forms 
work) can be used for an original and 
up to four copies. Late model account- 
ing machines are equipped with dual 
inked ribbons to make the second copy 
appear as an original. The statement 
ean be placed behind the ledger card 
and both appear as originals. 

Facsimile multiple copies, consisting 
of an original and several carbon copies, 
can be made from an existing original 
on a Multifax facsimile machine (See 
Section X-4-B for details). The original 
being reproduced may contain hand- 
writing, typewriting, print face type, 
drawings, and illustrations. 

Factors to consider when making a 
quantity of legible machine copies are. 
(1) weight of the carbon tissue; (2) 
intensity of the carbon; (3) weight of 
the paper stock; 4) kind of machine 
(standard, noiseless, electric typewriter, 
or other machine); (5) degree of hard- 
ness of the platen; (6) touch of the 
operator. 
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UTOMATIC TYPEWRITERS re- 
J ove perfect individually type- 

written form letters, or letters com- 
posed of form paragraphs, at more 
than twice the speed of an average typ- 
ist. These machines are generally used 
for writing sales letters, collection let- 
ters, answers to inquiries, and other 
repetitive correspondence. 


The operator manually types the 


date, individual name, address, and salu- 
tation;. then the body of the letter is 
typed mechanically, stopping at pre- 
determined points for insertion of fill- 
ins, such as dates, names, addresses, and 


amounts. The manual typing and the 
mechanical typing match because both 
are done on the same machine, using the 
same ribbon. Two-color ribbons may be 
used, and the typewriter prints black 
or red by automatic ribbon shift. The 
use of continuous form letterheads in- 
creases productivity. Multiple carbon 
copies can be reproduced as required. 

One operator can handle as many as 
four or five machines to increase pro- 
ductivity. On single machine installa- 
tions, the operator can do other typing, 
clerical work, or operate a telephone 
switchboard while the automatic type- 
writer is operating. 

These machines are primarily de- 
signed for correspondence, but they may 
be used for other types of work. They 
can also be used for preparing per- 
manent lists, such as employee lists, 
mailing lists, and for addressing en- 
velopes. Duplicating masters or stencils 
can be prepared automatically on the 
machine when additional reproduction 
copies are required. 
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There are two types of automatic 
typewriters available: (1) Operated 
from a perforated record roll, and (2) 
Operated from perforated paper tape. 

1. PERFORATED ROLL MA- 
CHINE. A roll of paper 1144” wide, 
and any length, is perforated on a per- 
forating machine which has a typewriter 
keyboard and feeds the roll forward as 
the keys are depressed. Incorrect per- 
forations can be covered with small 
round gummed patches and a hand 
punch cuts new perforations to make 
corrections. A reperforating machine 
can be used to perforate duplicate ree- 
ord rolls from the original perfect roll. 
Duplicate record rolls are required 
when two or more machines are used 
for identical letters. Perforated rolls 
ean be filed for future use. 

The perforated record roll operates 
the automatic typewriter pneumatically. 
Any manual or electric typewriter can 
be used. Different models of automatic 
typewriters are available for various 
kinds of work: (1) repetitive text of 
a single letter on the roll; (2) push- 
button selection of complete 
when two or more different letters are 
on the roll; (3) push-button selection 
for a variety of form paragraphs for 
composing specific letters; (4) complete 
Jetters written automatically to a per- 
manent list—this includes date, name, 
address, salutation, complete text and 
closing, along with: addressed envelope 
(the perforated roll on the left side of 
the machine contains the date, names, 
addresses and salutation, and the roll 
on the right contains the letter); (5) 
und the operation of two or three type- 
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writers simultaneously from a. single 
roll. 

2. PERFORATED TAPE MA- 
CHINE. A paper tape 7%” wide and 
any length up to 1000 ft. is cut auto- 
matically on the perfcrator part of the 
machine as the typist writes the letter 
in the typewriter. All characters, fig- 
ures, automatic ribbon shift, back 
spacer, and tabulator are operated 
through a combination code of six smail 
round holes which are perforated across 
the tape. Errors can be corrected while 
the tape is being perforated by perfor- 
ating all six holes to skip the error 
portion. The prepared tape is placed 
in the letter writer which operates the 
typewriter automatically by electrical 
impulse. A single letter on a tape can 
be repeated without rewinding by join- 
ing the ends of the tape together so that 
the start of the letter is in position 
when the previous letter is completed. 
Duplicate tapes can be prepared by op- 
erating the two units together as a re- 





HERE are three methods of hecto- 

graph reproduction: (1) gelatin; 

(2) spirit, direct, liquid or fluid; 
and (3) spirit-foreed fluid. Each re- 
quires a special type machine, and the 
masters are prepared differently. 

1. GELATIN PROCESS. The copy 
is placed on the face of the master: by 
longhand, typewriter, rubber impres- 
sion stamp, or any office writing or im- 
printing machine, and the hectograph 
ink (aniline dye) is transferred to a 
gelatin roll on the machine (flatbed or 
rotary). As blank paper is fed through 
the machine, the image is transferred 
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perforator. 

The perforated tapes can be filed in a 
box (1” x 3” x 3”) which permits filing 
a quantity of tapes in a small area. The 
tape can also be mailed in an envelope 
for reproduction at other points. 

A similar perforated tape is used 
with tabulating equipment which pro- 
vides possible combination of uses. The 
tape can be prepared on the typewriter- 
pertorator and used to reproduce 
punched cards on a tape-controlled cara 
punch, or the tape can be prepared on 
a eard-controlled tape punch and repro- 
duced on the automatie typewriter. The 
perforated tape can also be used to op- 
erate a Graphotype automatically to 
prepare metal addressing plates. Per- 
forated tapes of the same type are used 
to relay telegrams at terminal points, 
and are also used as automatic senders 
to increase the dispatching speed for 
messages sent on teleprinters, teletype- 
writers and radiotype machines located 
in patron’s offices. 


to the paper. Copies are made directly 
from the original writing, typing or 
drawing. Data may be recorded on the 
master at one place, and the copies 
made at another. Any portion of the 
image ean be deleted by blocking out 
the unwanted area. 

For best results, the masters should 
be prepared on hectograph master pa- 
per, or on master units, and the copies 
reproduced on hectograph paper stock. 
Masters can be prepared by using either 
heetograph pencil, pen, ball point pen, 
or ruling pen and hectograph ink, hee- 
tograph carbon paper, or hectograph 
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PURPLE HANDITIS: 
(Occupational hazard of 
9 to 5 ers who haven't 
heard about Marathon 
Ready-Masters) 


W. once knew a young lady who actually 
liked to handle oldstyle, conventional hee- 
tograph units . . . claimed that purple hands 
did something for her. Her greatest delight 
was spreading her magenta mitts all over 
her visitors—a charming miss, if ever 
there was one! 

However, you are probably different and 
like most people, resent the sight of purple 
stains on your hands, your clothing and 


your work. Time was when this condition 
was the hallmark of the unenlightened 


office worker . . . born to the purple, as it 
were. But no longer! 

You see, MARATHON Ready-Masters are 
‘“‘Super-Coated.” All carbon surfaces and 
cut edges are sealed with a special coating 
that safeguards your hands and aids in 
protecting your work against unsightly 
smudges and fingermarks. 

Then too, if you’re getting a trifle bored with 
the usual purple copies from your spirit du- 


y 


plicator, Marathon offers you a choice of a 
good, solid black and a blue as well as pur- 
all “‘Super-Coated”’— super-clean! 


7 oO o ° 
= 


ple, < 

You’re missing a bet if you don’t send for 
the free samples we have for you! 
Use your business letterhead and 
tell us whether you want Black, 
Blue, or Purple. 


COLU MBIA RIBBON & CARBON MFG. CO., Inc. 
Main Office & Factory: 
101-4 Herb Hill Road, Glen Cove, L. I., New York 


New York Sales and Export: 58-64 West 40th Street 
Branch Offices and Distributors in Principal Cities 
Consult your local Telephone Classified Directory 


MARATHON 
READY-MASTERS 


liaiieie iia a 
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Time and temper-saving MARATHON Ready-Masters are 
supplied blank or with your form pre-printed—in single 
sheets, or assembled systems for use with all types of 
business machines. 
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typewriter ribbon or carbon ribbon. 
These are available in a variety of col- 
ors, but purple is the strongest. As 
many as eight colors (more if available) 
can be reproduced at the same time. 
Masters prepared by carbon paper or 
unit sets produce the best results and 
more legible copies. Heetograph carbon 
paper ean be used only once. Two or 
more masters can be made at one time. 
Four styles of typewriter ribbons are 
available: (1) Fully inked—fabric ink- 
ed on both sides in either light, medium, 
or heavy degree of inking; (2) Semi- 
inked—fabric inked only on one side 
so that the type keys strike the uninked 
surface, resulting in sharper characters 
and cleaner types; (3) Two colors hori- 
zontally (purple and red hectograph 
ink)—used for report work when red 
figures are necessary; and (4) Two col- 
ors vertically (one half black record ink 
and the other half purple hectograph 
ink )—used to eliminate changing of rib- 
bon when both regular work and gela- 
tin heetograph masters are prepared on 
the same typewriter. 
Drawing should be done on a hard, 
smooth surface. Illustrations can be 
traced on the gelatin master by using a 
drawing scope. The original is placed 
underneath the master and transpar- 
ency caused by the light, permits trac- 
ing on top master. As an alternate, 
ectograph carbon paper may be used 
vy placing the original on top and mak- 
‘ing the master a carbon copy by tracing. 
ettering guides can be used for hand 
ttering. A backing sheet under the 
aster facilitates better copy when pre- 
ared on a typewriter because it forms 
a cushion over the platen to prevent 
typewriter keys from embossing the 
sheet. 





Masters can be eut and pieced to- 
gether when it is desirable to strip type- 
written matter with illustrations, or to 
strip preprinted headings with type- 
written copy to reproduce the com- 
pleted bulletin in one operation. Rubber 
cement should be used for pasting mas- 
ter portions together. 
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Correction fluid can be used on the 
master to obtain unique effects: to break 
up solid tones, to stripe letters or to 
stipple backgrounds for a shading ef- 
fect. 

The master can be a printed form in 
heetograph ink, and the copy or text 
can be inserted by longhand or by type- 
writer so that the form and the fill-in 
are reproduced at the same time. 

Signature can be signed directly on 
the master, or facsimile signature may 
be traced with the use of a drawing 
scope, or a rubber stamp signature may 
be impressed with hectograph ink. 

Gelatin hectograph masters can be 
prepared from an existing original on 
a Multifax facsimile machine (See Sec- 
tion X-4-B for details). Unit sets or 
hectograph carbon paper are required 
for this method of preparation. 

Errors on masters can be corrected 
by using correction fluid or white block- 
out pencil. If space having error is 
not to be retyped or redrawn, the un- 
wanted portion may be eut out with a 
razor blade. Gelatin master ean be 
used only once. 

2. SPIRIT—DIRECT FLUID PROC 
ESS. The master is prepared by long- 
hand, typewriter, metal impression 
stamp, or any office writing or imprint- 
ing machine. Written, drawn or typed 
matter is placed on the face of the 
sheet, while reversed piece of hecto- 
graph carbon paper (coated side up) 
under the copy transfers the image to 
the back of the sheet in reverse. (The 
back of the sheet becomes the master.) 
The master is placed on the drum of the 
machine (hectograph ink image up), 
and the copies are reproduced by trans- 
ferring a small amount of aniline dye 
directly from the master to the copy 
by the application of aleoholie liquid. 
On short runs, the master can be saved 
and reruns made until the hectograph 
ink deposit is used up. 

For best results, the master should 
be prepared on hectograph master pa- 
per using spirit process carbon paper 
or on spirit master units, and copies re- 
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WHAT IS A MACHINE? 


It's a machine that copies anything that is typed, drawn, 
written or printed... and it does it faster, cleaner and 
better than any other method. 


The OLD TOWN Spirit Duplicator, finest on the market, 
reproduces up to 600 copies in a matter of seconds. No 


intermediate steps . . . simply clip master sheet to machine, 
press button and Presto! you get copies. No ink, no stencils, 
no gelatine, no type, no mats. It’s magic . . . and it costs 
little more than a typewriter. 


O10 Town Since Duplicaor 


AS ESSENTIAL TO YOUR BUSINESS 
AS A TYPEWRITER 


lO Town 


CORPORATION 


Manufacturers of typewriter ribbons, carbon papers 
and duplicating supplies since 1916 


i ee 
OLD TOWN CORPORATION | 
BROOKLYN 17, NEW YORK ee 
I'm interested in hearing more about your Spirit aupicarer 
"NAME 





ADDRESS. 
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the new 

carbon pack 
for multiple 

billing ! 





newest and latest type 
of floating carbon, used 
on fan fold and contin- 
vous form machines. 


Convenient ‘‘Jiffy-Set'' 
ofolasl + Mia -t- Te) Mae) 


@ LOADS and maintains continuous 
operation from one to four weeks. 





@ ALL SIZES—fits any type fan fold 
or continuous form machine. Tailored 
for your particular requirements. 


@ CLEANER—hands do not touch car- 


bon when changing sets. 


@ ECONOMICAL—no waste. Pay only 


Simplifies all billing. for amount used. 


Puts an end to waste. 


Manufacturers of: 
INKED RIBBONS * CARBON PAPERS * MASTER UNITS * CARBONIZED ROLLS © SPIRIT & HECTOGRAPH DUPLICATING CARBONS 


Send for your free samples today. Try it! 
We know you'll buy it! 


UEEN RIBBON & CARBON CO., INC. 


Executive Offices 
128 Wythe Avenue Brooklyn 11, New York 


Factories: Brooklyn, New York and Chicago, Illinois 
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QUALITY PRODUCTS® 





J SPIRIT 

7 DUPLICATING 
CARBON 
PAPERS 


QUEEN SPIRIT DUPLICATING 
CARBON PAPERS bring superb 
new functional ease and facility 
to every type of typewritten 
copy, art or printed matter. 





QUEEN SPIRIT DUPLICATING 
CARBON PAPERS are available 
for short, medium or long runs. 
Specify your exact needs when 
purchasing QUEEN QUALITY 
DUPLICATING CARBON 


Try Queen today—write for 
your free samples PAPERS. 


we RIBBON & CARBON CO.. INC. 
Executive Offices 


128 Wythe Avenue Brooklyn 11, New York 


Factories: Brooklyn, New York and Chicago, Illinois 
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produced on heetograph stock. Hecto- 
graph spirit carbon paper is available 
in color (purple, blue, green, red, black ) 
but purple is the strongest. All colors 
can be reproduced at the same time if 
desired. Hectograph carbon paper rib- 
bon ean be used on several typewriters 
when so equipped. 

Master units are foldover or pasted 
sheets of hectograph master paper. The 
top sheet is plain, the bottom sheet is 
coated with heetograph carbon on the 
inside so that the heetograph image can 
be transferred to the back of the top 
sheet (in reverse) when drawing or typ- 
ing is done on the face of the top sheet. 
(The same unit sets can be used for 
gelatin process by typing or writing on 
the reverse side of the set.) Sets have 
a tissue divider inserted to keep the 
carbon from offsetting on the master 
paper. This insert sheet should re- 
main in the set while marking off or 
placing guide lines on the copy, but 
must be removed when preparing actual 
copy. There are varying degrees in 
the quality of master units for short 
and long runs. 

Recent improvement in the manu- 
facture of master unit sets is the chemi- 
cal treatment over the hectograph car- 
bon surface which protects against off- 
set and bleed thereby sealing the edges 
as well as the surface to provide maxi- 
mum protection to the user. This non- 
smearing feature provides cleanliness 
for both the person preparing the mas- 
ter and the duplicating machine opera- 
tor. 

Drawing should be done on a hard, 
smooth surface, or placed on top of a 
backing sheet. Illustrations can be 
traced on the master by laying the orig- 
inal on top of it. Lettering guides can 
be used for hand lettering. 


This process is applicable for sys- 
tems work to reproduce variable copies 
as needed. Data may be recorded as 
accumulated and copies made when com- 
pleted, or fill-ins ean be added after the 


first run. Data may be added to origi- 
nal master to compile progressive cumu- 
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lative reports. The record may be writ- 
ten one place and reproduced at an- 
other since copies are made from the 
original writing, typing or drawing. Ad- 
ditions, changes or corrections ean be 
made after the original run to repro- 
duce revised copies on reruns. 

Reproducing overlays of any size or 
shape can cover any portion of the 
original spirit master to revise or sup- 
plement variable data in any area, or 
to add information by using larger size. 
Blank overlays can be used to block 
out information in any area. Varying 
widths or lengths of copy paper can be 
used to add or delete information in 
any area. 

In systems work, when it is necessary 
to insert data on the spirit master after 
the original run, it is practical to fold 
the carbon paper section under the mas- 
ter, rather than separate at the perfora- 
tion for inserting the master in the du- 
plicating machine. This method of keep- 
the unit set intact retains the earbon 
paper in its original position for mak- 
ing additions at a later time. If it is 
impractical to keep the carbon back 
section with the master, it is then advis- 
able to use a Master Writer to add 
longhand entries to the back of the 
master. This is a compact portable de- 
vice which contains a continuous roll 
of hectograph carbon paper having the 
coated side up on the writing surface so 
that the master can be placed on top 
of it for carbonizing the data to the 
reverse side. It is economical because 
you can utilize more of the carbon sur- 
face. A turn of a knob advances the 
roll when fresh carbon is needed. <A 
cutout mask can be placed over the ear- 
bon surface when supplementary entries 
are contained within a small area. This 
cutout permits using the entire width of 
the carbon and acts as a shield so the 
hands do not contact the earbon. 


The master can be a printed form 
having black legible printing on the 
face only to register the inserted data on 
preprinted copies, or the face can be 
printed with black ink impressing the 
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++. YOu can reproduce jit 


EASIER ------- FASTER -7------- 





Model L-50 . . . $139.50 
(plus tax, F.O.B. Chicago) 
with automatic paper feed 
and cover. (Illustrated). 


Model L-50M .. . $159.50 
(plus tax, F.O.B. Chicago) 
as shown plus master lock 
on drum and re-set counter 


2. With Copy nile 
LIQUID DUPLICATORS 


For best results Simply write, type or draw anything you want reproduced 
insist on on the “Rite-Copy’’ Unit Master (every line will appear 

« clearly on the reverse side). Then, with the master sheet 
Riite-Copy on the duplicator, each quick, easy turn of the handle gives 
SUPPLIES you an easy-to-read copy that’s clear and bright. No sten- 
UNIT MASTERS cils, gelatin, ribbons, type or ink—no fuss or dirty hands. 
SPIRIT CARBON Instant starting... longer runs with the “‘Copy-rite”’ roller 
DUPLICATING FLUID moistening principle .. . visible fluid supply. Handles stock 
COPY PAPER from postcards to 9”x14” size smoothly and automatically. 


MASTER PAPER WRITE TODAY FOR DESCRIPTIVE LITERATURE 














WOLBER DUPLICATOR & SUPPLY CO. 


} 


1212 Cortland Street, Chicago 14, Illinois 


Tue Orrice—April, 1951 








or Duplicating Need 


You save when you buy Ditto—by cut- 
ting copy costs and, also, by cutting 
maintenance and operating costs. 
Flatbed or rotary model, electrically or 
manually operated, a Ditto has been 
designed and built to serve your par- 


ticular needs—and give you years and 
years of trouble-free copying. For full 
facts, mail coupon TODAY. 


DITO 


630 South Ockley Boulevard 





team: 
Any Model — just Ask! 


Let an expert Ditto engineer help you 
choose the duplicator best suited to 
your purse and purpose. He will gladly 
arrange an actual demonstration to suit 
your convenience. No obligation. 
Merely mail the coupon—now! 


= Chicago 12, IMinois 


‘ DITTO, incorporated, 630 $. Oakley Bivd., Chicege 12 Iilincis 


Without obligating us in any way, please send Yiterature on items 
checked below, 


{  )} Medel R-5 } Model 140.44 
{ - ) Medel F-5 ) Model 140.45 
(  } Medel $-20 ) Model D.10 
( _} Portable model | } Medel 0-15 


Company name... 
individual's name... 
Local address... 


City . 


Bel RAR en Sem can cae eam Sam IS oh Se Sa Se et le th 








140° Buys This 


Biggest Value 


in Fluid 
Duplicators 


REX-O-graph 
Model SA 
with 
AUTOMATIC 
COUNTER 


EXTRA value-per-dollar makes 
this REX-O-graph Model SA 
one of today's most popular 
fluid duplicators for all office 
copymaking. It's the top seller 
in the great REX-O-graph line. 


*Cabinet Extra 


With its Automatic Counter, Automatic Feeding, "Lightning" Paper 
Centering, and other features, the Model SA challenges comparison. 
it demonstrates amazing simplicity, versatility and accuracy. Even 
inexperienced operators can develop unusual speed. It's a great 
time-saver, with features that save on paper and fluid as well. The 
ideal duplicator for a wide variety of users—offices, churches, clubs, 
restaurants, factories and many others who need quality copymaking 
on a limited budget. Find out how REX-O-graph can make your 
copies up fo 100 times more permanent! 


CHECK THE COUPON FOR COMPLETE DETAILS 
OE GR a Mh SF KY) OR a ee ee ee ee ee me Ty 
REX-O-graph, Inc., 
7834 West Hicks St., 
Milwaukee 14, Wis. 


Please send me the following details on 
REX-O-graph Fluid Type Duplicators 
.. Information on the $140 Model SA. 
Circulars on the COMPLETE 
REX-O-graph Line. 
......Details on 100 TIMES MORE 
PERMANENT Copies. 














Address 
ere 


24 REX-O-graph mod- 
els fit EVERY COPY- 
MAKING NEED 


MODEL RE — Motor 
Driven, completely auto- 
matic. 


MODEL RES — Completely 
automatic, with foot pedal 
control, 


paper centerin 
counting H 


MODEL FM—Wwith automatic 


eding and 


MODEL S—Automatic count- 
ing, hand feed. 


WIDE MODEL WA — Auto- 
matic feeding, counting, For 
larger, wider paper stocks. 


REX-O-graph offers a com- 
plete range of duplica- 
tors, from  quality-built 
hand - operated models 
starting at $98, to electri- 
fied automatic models in 
a wide range of prices up 
to $865 


MANUFACTURERS OF SUPERIOR FLUID DUPLICATORS AND SUPPLIES 
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heectograph carbon printing in reverse 
on the back. The copy or text can be 
inserted by longhand (pencil) or by 
typewriter so that the form and the 
fill-in are reproduced at the same time. 
The preprinted master can be one color 
(green) and the fill-in another color 
(purple) permitting two color contrast 
in one operation. 

When only a few simple preprinted 
spirit master units sets are required 
(forms, bulletinheads) you can make 
your own by setting the type and lines 
on a Multigraph machine and reproduce 
them by this relief duplicating process. 

Master units can also be used for 
dual reproduction—combining the use 
of the master for both gelatin and spirit 
processes. This is done by using hecto- 
graph typewriter ribbon, pencil or ink 
on the face of the master for gelatin 
process and having hectograph carbon 
paper below (carbon side up) to trans- 
fer the same image on the back of the 
master for spirit process. Combination 
printed master units may also be used 
by printing the unit sets for the spirit 
process, but using hectograph print- 
ers ink on the face instead of the black 
ink to provide for the gelatin process. 
Dual-purpose masters are used when if 
is necessary to reproduce the same in- 
formation at two locations, each having 
different types of duplicating machines. 
This dual method also provides a means 
for making additions to the master 
(either side) for the second machine 
run. 

Two spirit masters can be prepared 
at the same time. This is applicable 
when the length of run exceeds the num- 
ber of copies possible from one master, 
or for runs on two machines. 


Spirit heetograph masters may also 
be obtained in continuous form for of- 
fice machines such as teletype, address- 
ing or tabulating printers. A master 
can be a part in a unit set of record 
forms, or a part in a continuous form 
set when preliminary copies are re- 
quired immediately at the time of prep- 
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What Mahes 
Us Tick? 


LIKE CLOCKWORK . . . we 
are filling the needs of our cus- 
tomers; not only in normal 

times but in these days of 
limited supplies as well. That 
is DEPENDABILITY at its best 
. . when it means the most. 


YOU too... can be a part of 
our satisfied family by getting 
acquainted with our lines of 
PAPER for the MIMEO, 
SPIRIT and OFFSET DUPLI- 
CATORS. 


Just drop us a line on your 
firm's letterhead and your in- 
quiries will be promptly an- 
swered, 


DUPLICATING PAPERS, INC. 


133 West 19th St., New York 11, N. Y. 


TR TNE eS A OURS ete a 




















EARS 2 RIBBON & CARBON 
& MANUFACTURING CO., INC. 


GENERAL OFFICES AND FACTORY HARRISON, N. J. 
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CUT COSTS“ lea ~~ “t 
SPEED PRODUCTION | tam FF Ge 


ELIMINATE «= ae : Fr 
RETYPNG AND ERRORS fae ee 


HPL, 
BUSINESS SYSTEMS er 
AND PROCEDURES = Fe 

WI 

STANDARD'S 
SINGLE WRITING 

METHOD 






You are cordially invited 






to send for a very special Standard Duplicating Machines Corp., Everett 49, Mass. 


12-page free brochure Gentlemen: Please send special 12-page brochure of 
illustrating and describing Standard Duplicators, absolutely without obligation. 







Standard Duplicators and NE 8 ge Pe ea ee 







thei application Tal Individual 
business and industry. 


CLIP THIS COUPON 





OSs oo riskc acu ed bel oa ce Geta ee ae bon he ee 
RUNS cas Veen be ie 





DUPLICOPY 


LIQUID PROCESS ROTARY 


DUPLICATOR 


Simple to Operate * Clean 
Economical * Fast * Accurate 


| % One turn of the handle delivers a 
copy face up. 

* Simple, positive master attachment. 

*% Positive roller moistening—no wick 
to streak or flood. 

% Enclosed fluid tank—no bottles. 

* All parts made of finest materials 
and workmanship. Die-cast aluminum 
frame. 

* Ball and oilless bearings throughout. 

* Floating, self-adjusting _ pressure 
roller. 

* Attractively designed and streamlined 
—lightweight, only 27 Ibs. 

* Duplicates on any sheet from 2” x 2” 
to 9” x 15”. 

* Choice of finishes—Sahara Topaz or 
Sapphire Gray. 

Write today for illustrated literature 

and prices. 





DUPLICOPY COMPANY 


224 W. Illinois S¢ Chicago 10, WH 





aration. The master is used for mak- 
ing additional quantities of copies. 

A line printer attachment is avail- 
able for spirit machines which automati- 
cally spaces (1/3” or 1/2”) for trans- 
ferring a single line of copy from a 
master onto another sheet. The single 
lines of register or journal sheet can 
be transferred to individual cards or 
sheets by this method. In addition to 
the line transfer, a reproducing over- 
lay strip can be used to insert constant 
data as a heading or record on the in. 
dividual cards at the same time the 
single line is being reproduced. This 
is done by using an aluminum shield 
having an open notch for the line trans- 
fer and attaching the overlay strip on 
top of the shield. The shield auto- 
matically spaces at the press of a lever. 
An alternate way to transfer single 
lines from journal sheet masters is to 
have the sheets pre-shingled (each sheet 
overlapped to expose a sufficient width 
at the top or bottom) in sets to register 
with the line spacing of the journal 
master. The set of shingled sheets are 
fed into the machine like a single sheet 
thus reproducing each line on the ex- 
posed margin. of each sheet in the set. 

An existing original can be trans- 
ferred to a spirit hectograph master by 
using a facsimile machine. (See Section 
X-4-B for details.) 

Correction fluid can be used to obtain 
unique effects of breaking up solid 
tones, stripping letters and stippling 
backgrounds. Shading effects can be ob- 
tained by using a screen and a stylus. 

Errors on masters may be corrected 
by erasing with an ordinary pencil 
eraser. It is advisable to remove the 
excess dye with pen knife or fiber- 
glass eraser first. An erasing shield 
will avoid smearing the rest of the 
copy. Minor corrections and clean up 
can be made with correction fluid. If 
space having errors is not to be retyped 
or redrawn, unwanted portion may be 
cut out with a razor blade. 

Another practical way to make cor- 
rections is to affix gummed strips on 
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Dt akete (=1 

vw = ! 
: Easier to use— 
Hand more accurate 


Positive, 
trouble-free feeding 
on all sizes and 


ae 5 ee 















types of stock 


pays tor itself 


in a few months 
thanks to your savings 
in supplies 
and operating tim 


the 


[ann -... 


For over 30 years we have manufactured 
duplicating supplies and equipment to meet 
the requirements of practical operators. This 
is the line that was designed to make their job 
easier—a line that exemplifies the first com- 
prehensive effort to MODERNIZE office 
duplicating in more than a generation. 

All the Marr electric models and hand is “Se 


No misses ... no doubles 
-..no waste motion here! 


This is the operator's ma- 
chine—faster, cleaner, roore 
accurate and will handle a 


wider range of paper and 





card stocks. 


Continuous feeding, con! nu 
ous loading—losing no time 
on the job. No “blanks or 
doubles on any type of stock. 
Automatic precision regis tra- 
tion like nothing you've seen 


before—Flawless alignment 


operated models are a boon to operators 
because they are cleaner, easier and more 
accurate . . . and because they will run a 


wider range of stocks. 
Wele fer tlerature 
YOU need one or more MARR models in your 
business . . . and MARR Duplicating 


Supplies will save you money, regardless 
of your present equipment. 


ae te 





Rotating stencil button bar 
permits removing stencils by 
their uninked, CLEAN head 
ings—in half the usual time! 
Yes, this is an OPERATOR’S 
MACHINE, 


The way it loads, the way it 
feeds, the way it promotes 
cleanliness — everything 
about this up-to-the-minute 


duplicator spells efficiency. 


Truly ‘'a modern printshop 
right in your office’! 





the back of the master over the area to 
be corrected. Self-adhesive strips are 
available in rolls of 1/6," 2/3" or 5/6” 
widths which ean be torn to the de- 
sired length. This tape can be placed 
in a tape dispenser for convenience. 


3. SPIRIT — FORCED FLUID 
PROCESS. The master is prepared by 
typewriter or tabulating machine in 
journal or list form on a lightweight, 
porous paper. The typed or printed 
matter is placed on the face of the 
sheet, and a reverse piece of special 
hectograph carbon paper (coated with 
a combination of wax and dyes that are 
soluble in the fluid) under the copy 
transfers the data to the back of the 
sheet in reverse. The back of the sheet 
becomes the master. The master list is 


inserted in the IBM Transfer Posting 
Machine earriage and individual lines 
of the list are transferred to individua! 
eards or sheets by forcing the fluid 
under pressure through the porous 
master, depositing the carbonized data 
on the document being posted. 

The master list must ve double 
spaced, three lines to the inch. The 
machine transfers the entire line of 
printed data, one at a time, from the 
master sheet (a list, register or journal ) 
to selected individual sheets (ledgers, 
stock records, sales records, or other 
accounting records). The master is not 
injured by the process and can be re- 
tained as the original report. The 
master can be used the second time to 
make a maximum of two legible trans- 
fer postings of each line. 


TENCILS are made of a tough 

fibrous coated tissue having a tex- 

ture impervious to ink. The image 
to be reproduced is stencilized into the 
stencil sheet by typewriter, stylus, metal 
addressing plates, bookkeeping, tabu- 
lating equipment, or a facsimile of an 
existing original ean be stencilized on 
a Faxograph, Multifax or Stenofax 
machine. (See Sections X-4-A, B, C for 
details.) The stencil is placed around 
the cylinder of the rotary duplicator, 
and the impression roller’s contact with 
the paper being fed through the 
machine forces ink from the ink pad 
on the cylinder (ink pad is inked 
through the _ perforated cylinder) 
through the openings in the stencil to 
reproduce the image. Ordinarily, only 
one color of ink is used; however, it is 


70 


possible to use two or more colors at 
the same time by separating colors in 
the ink pad. 

A_ stencil assembly consists of the 
stencil sheet, cushion sheet and a back- 
ing sheet. Guide marks (maximum 
printing area) are printed on_ the 
stencil sheet. Horizontal and _ vertical 
typewriter spacings (pica and elite) are 
printed on the margins to facilitate 
copy layout. There are varying degrees 
in quality of stencils for short and long 
runs. 

Stencils for line work, drawing, or 
hand lettering are prepared on an il- 
luminated drawing scope with a stylus 
to stencilize the image into the stencil 
sheet. The backing sheet is either re- 
moved or rolled out of the way, and a 
flexible writing plate is placed between 
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How Were These Copies Made 7 
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. - for addressing «+. Upto 180 per minute ... in black and colors 





ond Oo Al MANTO 


+» on hard or soft papers «+. on both sides «+. ON postcards 


. » of ruled forms .. + Of music manuscripts . . . for self-mailers 





You need one process and only one process—MODERN mimeographing 
—to make all the copies shown above plus many more. 
Mimeographing today enables you to produce more copies and 
more kinds of copies than ever before with speed and ease, at low 
cost. And you can now choose from 8 models of A. B. Dick mimeo- 

+ + of handwriting graphs to fit your needs and budget. All models are for use with all 
@ceeeeceeveeeeeeese makes of suitable stencil duplicating products. For a free portfolio 
of samples showing the great versatility of MODERN mimeograph- 
ing, mail the coupon below. 


= A-B-DICK 


THE FIRST NAME IN MIMEOGRAPHING 





«+ Of type faces 
@eeeeaoeeceaecaeno oe ee ee ecesiose®e@eeeeeeeeoeeseeeoeeeeeeeeeseeeeee see ee eee 
A. B. DICK COMPANY, Dept. OM-351 
5700 W. Towhy Avenve, Chicage 31, Illinois 


Without obligation, please send me 0 free portfolio of MODERN mimeographing 
samples © information about A. B. Dick mimeographs. 


Neme_ Position__ 
Organization 8 

I a nictiniiccme 

City 





. « of intricate drawings 
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_ Perfect Codhcinlinn or 
Perfect Sao Duplicating 


Ames Futuristic Five-Star 
Stencil-Rite Platens for 


YOUR TYPEWRITERS cen rotoll Ames "Futerti 


ke Specially compounded to withstand stencil oils and on your ghee el for per- 
wax with no disintegration of platen. fect stencil typing! 


Will not swell from stencil cutting because 
stencils do not affect size or shape of platen. 


Produce sharper, clearer stencils and 
will not allow loop letters to be cut 
out. 


Can be used also for high qual- 
ity all-purpose typing with ex- 
cellent manifolding results. 


Ames Futuristic Five-Star 


Platens are available for * p Ames Futuristic 


all office typewriters. 


Impression Rollers for 
YOUR DUPLICATORS 


Correct degree of hardness 
insures better impressions. 


Ww 
Quality compounded to resist swelling sv 


and give better results. 
Your office machine dealer t ay i 
pee install fase Futuristic Resistance to disintegration 
mpression Rollers on your Went . 
Steasll dupllesters fer por- gives rollers longer life. 
fect duplicating! 





Ames Futuristic Impression Rollers 
have better paper grip. 


Ames Futuristic Impression Rollers are 
accurately ground for all duplicators. 


MANUFACTURED AND DISTRIBUTED THROUGH OFFICE MACHINE DEALERS BY THE 


AMES SUPPLY COMPANY 


ATLANTA 3 DALLAS 1 NEW YORK CITY 7 
156 Alexander, N.W. 1913!/, Commerce St. 37 Murray St. 


CHICAGO 6 LOS ANGELES 21 SAN FRANCISCO 5 
564 W. Randolph St. 777-779 E. Pico Bivd. 583 Market St. 


EXPORT DISTRIBUTOR: Ames International, Inc., 564 W. Randolph St., Chicago 6, Ill. 
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G. U.S. PAY OFF 


DUPLICATING PRODUCTS 


The Famous 
Here’s the reason opera- 


tors prefer TEMPO — TEMPO 

(and dealers get re FILM STENCIL 
peat business.) : Impar- 
tial tests* prove that 
TEMPO—the ORIGINAL Film  stencil—will 
produce better copies than any other stencil, 
regardless of typewriter used for cutting. Try 
TEMPO FILM just once—you’ll never be satis- 
fied with any other. 





* Write us fer proof. 


TEMPO 500 INK 4 TEMPO Electric DUPLICATOR 








That‘‘almost unbelievable” + + » push button control 
high-speed, quick-drying ink! e High speed production without waste. 
No offset on mimeograph e Single sheet feeding—no wasted paper. 
paper. Every copy a perfect re- e Metered ink control—no wasted ink. 
production. F) © Automatically jogs copies into even stack. 


Write for catalog showing complete i e Fully guaranteed. 
line of Tempo Duplicating Supplies. ~~ BUILT FOR LIFE-TIME PERFORMANCE 


MILO HARDIN@ COMPANY 


Established 1904 
432 WEST PICO BOULEVARD, £05 ANGEtee 15 
317 THIRD AVENUE, PITISSCURGHM Za 
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e Built-in Tempo Interleaver for finer papers. 








+. . with beagtiful steal-grey exterior, 
the NEWEST REX-ROTARY MODEL 
0-270 combines advanced engineering 

skill with simplicity of operation, 


9.2, 0 


Nas 
Cn 
Vol, 
| fay Ang 
lafy, 
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Full Automatic electrical unit only 


$549.50 tax. 













% 
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revolutionary . .. a simple wheel 


it's new and 


adjustment gives continuous and 


uniform inking . . . no more under } 

; ; 2 yom 4 

or over-inked copies... re-inking ey 
not necessary . when ink is ex- 


hausted, bell rings and a new 


cartridge is inserted. 


Hand operated models from $149 


rolalomm tye) 


For the name. of the distributor in 


your area write to 


Manufactured by R _ 
Zeuthen & AagaardA § A DISTRIBUTING CORP. 
a 6 Toldbodve;, Copenhagen K, Denmark 
128 West 23rd Street, New York 11) CHelsea 3 503) 


) 
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the stencil sheet and the glass top of 
the scope. Several types of styli are 
available for different breadth of lines 
or for dash or dotted lines. Metal and 
plastic screened plates of various de- 
signs are used for shading and there 
are plates with designs and borders. Let- 
tering guides with various sizes and 
styles of type can be used. Drawing can 
be traced on the ‘stencil by placing the 
original under the writing plate on the 
drawing scope which permits light to 
penetrate the original illustration, writ- 
ing plate and stencil sheet for tracing 
the image. A silk sereen can be used 
underneath the stencil to hold the fibres 
together for stylus work of solid areas. 

A cushion sheet is placed between the 
stencil and backing sheets when the 
stencil is prepared on a typewriter or 
other mechanical writing machine. 
There are three weights of cushion 
sheets available—light weight for fine 
copy, medium weight for medium copy. 
and heavy weight for bold copy. A 
transparent lightweight sheet of Plio- 


film, when placed on top of the stencil 
assembly, facilitates a broader lined 
copy, eliminates cutting out interiors of 
letters, and keeps typewriter type clean. 
The cushion sheet and film sheet can 
be reused. A tran$parent Cellophane 
ribbon, wound on a typewriter ribbon 
spool, can be used instead of the sheet. 
This replaces the fabric ribbon. 

Lined layout sheets can be used to 
facilitate drawing lines or marking copy 
that also requires typing. The layout 
guide may be drawn for the individual 
copy or sheets printed for typewriter 
spacing (printed horizontal and vertical 
lines for pica or elite spacing) can be 
used. The lined layout guide sheet is 
also placed under the writing plate on 
the drawing scope. The use of a Plio- 
film sheet on top of the stencil and a 
small writing plate under the stencil 
provides a practical means for hand- 
writing, signing or tracing signatures 
with a ball point stylus. 


Photographie or die-impressed inserts ~ 
of illustrations, cartoons, and signatures ~ 





DUPLICATING 
PRODUCTS 


AE bi Aer nia, 





INK} 


RAPID DRY ¢ 332 BULLETIN * PREMIUM: 
... 1800 MIMEO.... COLORS... § 


“QUALITY IS A SPECIALTY WITH US” 


WHY DON'T YOU WRITE FOR OUR VERY COMPLETE ILLUSTRATED 
CATALOGUE TODAY? ALL CANODE PRODUCTS FULLY GUARANTEED. 


YOU SUPPLY YOUR LABEL—WE'LL APPLY cxance to vou. 


ALL CANODE PRODUCTS MANUFACTURED BY 


INK SPECIALTIES CO., INC. 523 N. HALSTED ST. 


CHICAGO 22, ILL. 
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1% TIMES AROUND THE WORLD IN ONE YEAR! 


Base. tissue is the raw material with 
which the manufacture of all stencils 
begins. If it were laid out from end to 
end, the amount used by the stencil 
industry in one year would stretch to 
40,000 miles, or one and a half times 
around the world! 


That’s a strong indication of the volume 
of stencils produced in this country. But, 
you may ask, if all stencils are made 
from this same tissue, what makes one 
better than another? 


The answer lies in the coating process— 
the chemical compound which is applied 
to base tissue to make the completed 
stencil sheet. 


Polychrome’s special, laboratory-perfected 
process of coating guarantees a uniform 
product which has the same thickness 
from end to end, with no bubble imper- 
fections. It guarantees high sensitivity to 
even the lightest cutting pressures. It 
guarantees strength and durability. 


What's more, Polychrome stencils have 
an additional “protective coating” which 
seals in the oils of the coatings beneath. 
This typewriter 
roller and platen swelling, adds strength, 
minimizes type filling, aids visibility. 


extra coating curtails 


Base tissue gets around. And so do Poly- 
chrome stencils—to every stencil user who 
is particular about the quality of his 
mimeographed work. 


POLYCHROME CORPORATION 


YONKERS, NEW YORK 
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In Any Office... 
Perfect Stencil Duplication 


with the Gas Model 160 


You'll like these 12 
Exclusive Gestetner Features— 


®@ Positive Ink Control. 

@ A fresh surface of ink for each 
co 

© Inks in ten different colors. 

© Low cost, speedy, color changing. 

® No pa er waste... good copies 
come instantly from ave affixed 
stencil, 
Feed tray accommodates whole 
ream of paper. 
Self-contained Power Unit direct- 
drive mechanism. 
Finger tip speed control. 
Automatic shut-off, counts up to 
10,000 copies. 
Thumb-wheel pedneninn. of copy. 
Printing Area 834" 
Die- cut and cilikpaphie” stencil 
services. 


@ For the first time there is EXPRESS 
available to the American INKING 


market an office duplicator 
combining the outstanding fea- 


tures of the finest printing 
methods with the complete Yo CANS. ane 
simplicity of the stencil re- 
production process. 

The Gestetner, though a Yo BRUSHES 
stencil duplicator in principle, 
should not be confused with 


ordinary stencil duplicating 

equipment. In simplicity of Yo PADS. os 

a, _ 4 — of 

work produced, the Gestetner 

becomes a highly important Vo LEAKAGE SOLE AMERICAN 
factor in substantially cutting DISTRIBUTOR: 


printing costs. Office help, 
male and female, will appre- 


ciate its smooth, clean per- DUPLICATOR CORPORATION 


formance. 50 McLEAN AVENUE 
YONKERS 5, N. Y. 


DEALERS IN PRINCIPAL CITIES 


* EFFICIENCY * SIMPLICITY * CLEANLINESS 


oe renege 
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Stencil buyers like the clean convenience 

of Sure-Rite Seal Tab film stencils. Files aren‘t 
sticky, stencils don’t gum up duplicating 
machines, stencils lay flat and clean on the 
boss’ desk. The new Red Sure-Rite Seal 

Tabs completely eliminate objections to messy 
glue! Just press to seal—and corrections 

are far easier! 


PUT BLACK FIGURES IN 
YOUR PROFIT COLUMN! 


Impending shortages of film put the new Red Sure- 
Rite Seal Tab Film Stencils in a class by themselves! 
Film may be reused easily! Phone today for more 


information. 
PATENTS PENDING 


Sure-Rite PHONE LONG DISTANCE LD244 DENVER! 


Shooting Star MB 


Film he a it MORE VALUABLE 
Stencils... “the red dot 


REUSED 


AMERICAN 
STENCIL 
MFG. CO. 


2714 Walnut Street 
- Denver, Colo. 
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TWICE AS MANY COPIES | 


PER LB. OF INK 
Fully automatic paper feed 


Fully automatic ink control ei 


First copy usable 


ELECTRIC — HAND— 
PORTABLE MODELS 
RONEO GIANT—+takes up to 
18" x 14" paper 
New handsome design and efficiency 
of operation. Gives you an absolutely 
clean color change in 20 seconds. 
Here’s your answer to more unit sales 
and more profits. Send in the coupon 

below for more details today. 


ADDO Machine Company, Inc. 
145 W. 57th St., New York 17, N.Y. 


Please send me without obligation 
complete details about RONEO. 


NAME 





COMPANY. 





STREET. 








DEALER FRANCHISES OPEN 





> EXCLUSIVE 
‘ DISTRIBUTORS 
oe IN THE U.S.A. 


MACHINE CO., Inc. 
145 W. 57th St., 
N. Y. 19, N. Y. 
Phone: CO 5-0536 


- 
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cun be stripped in with the regular 
typewritten copy. The illustrative pho- 
tographic stencil is prepared by a 
photo-chemical process. The die-im- 
pressed image is stencilized into the 
stencils by using a printing die on 
a printer’s letter press, or you can 
make your own die-impressed stencil 
on a Multigraph machine from a metal 
electrotype. The die-impressed copy 
can be a form, letterhead or bulletin- 
head, and the text, record or report is 
inserted by longhand, typewriter, book- 
keeping machine or tabulating equip- 
ment so that the form and the fill-in 
or text can be reproduced at the same 
time. Yellow, green or white die-im- 
pressed stencils use a special tissue car- 
bon sheet inserted between the stencil 
and backing sheets so that the electro- 
type impression and the insert copy 
make a carbon copy on the backing 
sheet, permitting the backing sheet to 
be used as a record or proof copy. 

_ Printing type and photo-engraver’s 
line cuts can be embossed in a stencil 





with an electric vibrator which accuates 
a small hammer head for steneiling. The 
stencil is placed on top of the printer’s 
metal plate or metal type, face down, 
and the vibrating stylus stencilizes the 
image into the mimeograph stencil. The 
result is similar to the die-impression. 

Form-topped stencils are used when 
it is desired to fill in pre-printed forms. 
The same copy appearing on the form 
is printed in ink (not die-impressed) 
on the stencil, and is used as a guide 
to type or write in the variable data 
or text. The printed form on the stencil 
is positioned for registration on the 
pre-printed form when they are run 
through the machine. 

The stencil process can be used in 
systems work by applying blockouts 
and overlays. A sheet of paper can 
be placed over any area of the stencil 
to delete information. Data may be 
added to the original stencil after being 
run and cleaned to add information 
such as the compilation of progressive 
cumulative reports or charts. Two por- 





toadership! — 


DUPLICATION BOND 


IN OFFICE DUPLICATING PAPERS 
The widest range and selection of 


PAPERS FOR DUPLICATING MACHINE USERS... 


A superior copy paper for Stencil Duplicating. 
DUPLICATION SERVICE 


The finest impression paper in the lowest cost field. 


DUPLICATION OFFSET 


Keeping pase with the rapid development 
of Modern Offset Duplicating. 


Manufactured expressly for, and sold exclusively by, your local 


A. B. DICK DISTRIBUTOR 


BESS SCSSSSSSSSSSSSSCSESSSSSESSSSSSSSESSESSHSSSESSSSSCRSESSSSCSSESe ee eeeeeeeeeeeeees, 
IMPRESSION PAPERS OF AMERICA, 401 N. Broad St., Philadelphia 8, Pa. 
Without obligation please send me samples of 
DUPLICATION Bond []_ Service) Offset (J 
Furnish name of A, B. Dick distributor in my city 1 


Please attach to or write on your business ietterhead. 
FeSSSRSSSESESSSSESSSSESSESSESSEEHSSSSSEHSSSSSSSSSSSESSSSSSSERSSESSSSSSESSESESESESSSESSSSeeeeeeesaen 
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WE WILL SEND YOU free samples 


and Frankel’s exclusive dealership plan. Write 
today. 


Name 








Address 
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KLEAN WRITE GREEN STENCILS ARE 


EASY ON THE EYES 


1 Klean Write 
Stencils are the 
world’s finest 


@ Glare-Pruf— @ Accurate top 
Perfect visibility. printing that 
@ Perforated film— registers perfectly 


eliminates any and that can’t 
possibility of be rubbed off. 
glue on hands,or @ No necessity of 
mimeograph interleaving 
machine, when papers. No 

using film bleeding of color 
stencils. onto backs; no 


@ Will not be drying out. 
injured by hard @ Available also 
set, water soluble in Blue, Yellow, 

White and Black. 





|FRANKEL MANUFACTURING 
| COMPANY 
ani 


; Crystal Copy Corporation, 23 West 23rd Street 





———————_—— 


| 





Liberate. Wode 50 


Postcard (3x5) to menu size (6x9). 
ideal duplicator for restaurants, 
hotels, drug stores, etc., for repro- 
ducing menus, sale tags, postcards. 
Automatic 


$2950 Counter, $6.50 


(Plus Excise Tax) 


Hairline 


ote 


Reproduces postcard to legal size 
Features backstop paper weight, 
side guides with 2 posts instead of 
1, to assure accurate registration. 


Automatic 
$950 Counter. $6.50 
(Plus Excise Tax) 


Features 


SPEED-O-PRINT CORPORATION 


SPEED-O-PRINT 
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CANADA 


LTD 


77 oe 


CATHERINE ST 


registration 


Liberator 


Model 200 
$1§450 Reset 


Counter $10 
(Plus Excise Tar) 


it's the world’s finest 
front paper stops, automati 


ith automatic brush inking 


Grey or Ebony Blotk Finishes 


Features accurate registration and 
automatic roller release to assure 
perfect, clean copies. Reproduces 
postcard to legal size. 


if Reset Counter, 
$10950 $10.00 
(Plus Excise Tax) 


1801 W. LARCHMONT AVE 
CHICAGO 13, ILLINOIS 


WEST MONTREAL 








tions of a stencil can be placed beside 
each other on the cylinder to reproduce 
both constant and variable data at the 
same time. The portion containing the 
variable data is usually discarded after 
each run, while that containing the con- 
stant data is filed for rerun. It is also 
possible with the use of carriers to pick 
up single lines of print, with minor 
limitations, on individual paper or card 
stock. 

A quantity of address or marking 
labels for the same names can be re- 
produced on a letter-size sheet (plain or 
gummed back paper) that is perforated 
to make thirty-three different labels 
with each impression (11 in 3 columns). 


Half-size stencils (legal-size stencil 
eut to make two stencils) are available 
for typing in narrow carriage type- 
writer. The small stencils can be ce- 
mented side by side to facilitate prep- 


aration. and reproduction of two-page- 


or four-page folders on letter-size sheet. 


Hard-set inks produce quality work 
on regular sulphite stock eliminating 
the necessity for special porous stock. 
Offset on the back of the copy can be 
eliminated by using an interlayer for 
slip sheeting. A fast-drying ink per- 


mits the use of a wider range of paper 
stocks including bond papers without 
offset on the back of the copy, thus 
eliminating the use of the interlayer and 
increasing production. 

Master control sheets, an especially 
treated sheet mounted on a _ backing 
sheet, can be used to control the flow 
of ink and improve the quality of work. 
Control sheets are made in four differ- 
ent degrees to control ink flow for 
various conditions. The control sheet 
placed on top of the ink pad between 
the ink pad and the stencil can be used 
a number of times. They result in con- 
serving ink, making sharper copy by 
reducing the amount of ink per im- 
pression, reducing offset on the back 
of the copy, and preventing excess ink 
clinging to the stencil, making it easier 
to clean and preserve stencil for re-run. 

Errors can be correeted easily by 
applying a coat of correction fluid over 
the area to ~be corrected. Although 
burnishing of some stencils is necessary, 
the use of a specially developed cushion 
sheet eliminates the burnishing oper- 
ation. Stencils can be cleaned and filed 
for reruns. (See Section XII-1-B for 
hand stamp and rocker type stencil 
duplicators. ) 


V: 


Relief Duplicating 


for reproducing copies from type 

or plates on which the image is 
raised. There are four types of office 
machines for this purpose: (1) rotary 
duplicator, (2) flat bed printing press 
(letterpress), (3) flat bed relief proof- 
press, and (4) metal sheet rotary dupli- 
cator. 


Re PRINTING is the means 
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1. ROTARY DUPLICATOR. Hand 
set type (typewriter or display styles), 
line slugs, embossed metal strips, curved 
electrotype plates, rubber plates, or 
rubber stick-ons are mounted on a drum 
segment and reproduction can be made 
by using either printing ink or inked 
ribbon. 

A typesetter rack housing all letters, 
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Why take less 
than the best? 


measure up 


to the 
highest 


sta nda rds @@@ In Mercury Rollers and Blankets you 
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: 
get products of the superb professional quality required 
by the largest commercial printing plants for their 
finest work. Mercury-Lith and Mercury-Graph 

products are made from the same materials and by 

the same exacting methods as the rollers and blankets 
used in printing many of America’s most 

beautiful and famous publications. 


RAPID ROLLER COMPANY 


D. M. RAPPORT, Pres Federal at 26th Street CHICAGO 16 




















department. 


And there's always capacity “on 





ap" for rush loads . . . with ready 
exibility for quickly switching from 


ne job to another. 


Whether your collating is part time 
or real production . 


_& 


. if you wish to 


>| [SMOOTHEST JOB 
IN YOUR OFFICE] 


She presses a foot pedal . . . the pages of 
your report, bulletin or stock list, etc., fall right into her hands. One 


girl does swiftly . . . easily . . . the work that used to upset a whole 


see when and where mechanical collat- 
ing becomes profitable, we'll mail you 
on request our simplified "O" collat- 
ing work sheet. And we will analyze it 
for you if you wish . . . with no implied 


obligation. 


Ghemas Mechanical | Corp. 


specialists in paper gathering 
30 Church Street, New York 7, N. Y. © 


Digby 9-2270 
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figures and characters, and a composing 
fork is used for setting type by hand. 
Type can be distributed back into the 
rack for reuse; however, typewriter 
style type (pica or elite) costs so little 
that new type can be bought for the 
labor cost of distributing used type. 
Using new type for each job assures 
quality work. An electrically operated 
typesetting machine, controlled by a 
typewriter style keyboard can be used 
for composing type when volume of 
work justifies. 


Drum segments are available with 
vertical or horizontal channels spaced 
six or four to the inch. Special segments 
can be made for specific problems. Rub- 
ber stick-ons can be spotted at any 
location on the smooth drum for im- 
printing. 

Printing ink is obtainable in a variety 
of colors, Ribbons may be had in black, 
blue, purple, green and red. Ribbons 
may be reinked when they become dim. 

The rotary duplicator can be used for 
other miscellaneous operations, such as 
imprinting, perforating, scoring, signa- 
ture imprint, and consecutive number- 
ing. Some of these operations can be 
performed at the same time that copy 
is being reproduced; others require a 
separate run. 

2. FLAT BED PRINTING PRESS 
(Letterpress). Hand set type, machine 
set slugs, lineplates, halftones, linoleum, 
wood, plastic or rubber plates, electro- 
types, stereos, etc., may be used on a 
flat bed printing press. These are 
clamped into a chase which fits the bed 
of the press. The ink is applied by 
rollers and the image is reproduced onto 
the paper or card stock by pressure. 
Perforating, scoring and consecutive 
numbering can be performed on this 
press at the same time the copy is re- 
produced. 


3. FLAT BED RELIEF PROOF 
PRESS is available in a number of 
sizes, either manually operated or 
power driven, with hand inking in a 
single color or with automatic inking 
of one to four colors. All relief proof 
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presses are operated on the same prin- 
ciple: (1) the type chase or plate is 
placed on the flat bed of the press; 
(2) the printing surface is inked with 
a composition hand brayer; (3) the 
paper is placed on top of the type or 
plate (paper is automatically fed on 
some machines); (4) a heavy cylinder 
is rolled over the paper to make the 
impression. ‘ 
A proof press is primarily used in 
preprinting (pulling proofs) so that cor- 
rections can be made im the type org 
plate before printing on a letterpress. 7 
It is also used to check registration | 
when two or more plates are required. 
Special machines are available for mak- 
ing impressions on transparent sheets 
of glassine which are used in converting” 
letterpress copy to offset plates without” 
the use of a camera or for making” 
transparent positives for contact prints. 
A proof press can be used to ad- 
vantage in the office when only a few 
copies are required: (1) Printers typé 
composition proofs can be reproduced 
to be cut apart and pasted on master 
drawings for photo offset repreduction; 
(2) Simple price sheets requiring pricé 
changes can be reproduced economically 
in small quantities; (3) Signs or noticeg 
requiring large type can be reproduced 
on card stock in sizes larger than thé 
maximum image or sheet size of a dupli 
cating machine. i 
: 


4, METAL SHEET ROTARY a 





PLICATOR, a new principle of relief 
duplicating recently introduced in Ger 
many, employs a thin metal sheet which 
is slightly embossed causing the images 
to appear on the back of the sheet 
in relief and in reverse writing. The 
embossed metal sheet is placed around 
the drum of the machine, ink is applied 
with rollers to the back of the metal 
sheet and copies are reproduced directly 
from the metal. The whole surface of 
the reverse side of the metal sheet con- 
tains a fine screen and the entire sur- 
face of the metal sheet is inked and 
printed. This causes the embossed image 
to appear as a solid on the copy with 
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a very fine screen background over the 
balance of the paper but this is not 
objectionable because it is hardly notice- 
able. 

The thin metal sheet plates are pre- 
pared much the same as a stencil. The 
images can be embossed by typewriter 
or hand stylus for drawing lines or for 
inserting longhand writing and signa- 
tures. Print face type can be embossed 
into a quantity of metal sheets by letter- 
press to provide letterhead or bulletin- 
head plates to which the text may be 
typed so both can be reproduced at the 
same time. The design of a reeord 
form can also be embossed in the metal 


sheet by using a metal plate on a letter- 
press. The recorded information can be 
typed on the form embossed metal sheets 
to permit reproducing the form and fill- 
in at the same time. 

A semi-glazed paper will produce the 
most satisfactory copies. The process 
is primarily for reproducing long runs 
or quantities exceeding those reproduced 
on a stencil duplicator. Correcting in- 
struments are used for making corree- 
tions on the metal sheet. The embossed 
metal sheet can be filed and used for re- 
runs. Additions can also be inserted 
after the original run. 


Offset Duplicating 
or Planography 


machines applicable for office dupli- 
eating: (1) Rotary offset duplicator 
nd (2) Flat bed offset proof press. 
he process is the same for both, but 
e machines operate differently. 
1. ROTARY OFFSET DUPLICAT- 
NG MACHINE. The image to be re- 
roduced is of an oil base and is placed 
nm the plate as a “positive” (appears 
me as the original and the finished 
py). The flexible plate is placed on a 
ylinder of the machine in contact with 
a repellent dampening roller and the 
ink rollers. As the plate revolves, the 
ink is distributed on the image and the 
repellent moistens the balance of the 
plate surface so that ink will not cover 
the remaining area. The inked image 
is transferred to a rubber blanket and 
as the paper passes between the rubber 
blanket and an impression cylinder, the 
image is offset onto the paper. Repro- 
duction can be made on all weights and 


Tes are two basic types of offset 
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types of paper and card stock. 

There are fourteen ways of prepar- 
ing the master or plate: (1) typewrit- 
ing; (2) earbon tracing; (3) hand 
writing; (4) shadow tracing; (5) draw- 
ing; (6) ruling; (7) pressure transfer 
—rubber stamp; (8) painting; (9) 
mechanical transfer—preprinted mas- 
ters; (10) plate inlay; (11) opaque 
stencil transfer; (12) photography 
transfer; (13) dry electrival process 
(Xerography—see Section IX); and 
(14) faesimile of an existing original 
(Faxograph and Multifax—see Section 
X-4-A & B). 

Three different mediums can be used 
for preparing offset plates. Each medi- 
um has advantages particularly suited 
to certain classes of work: (A) Direct 
image on paper, or plastic coated plate, 
(B) Opaque stencil image transferred 
to sensitized zine, plastic, or paper 
plate, and (C) Photographic image 
transferred to sensitized zine, plastic 
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BUT THIS 


i) 
tly 


PROVIDES LONGER RUNS 
WITH SHARP DEFINITION 


Recessed offset is made possible by 
A. B. Dick lithograph paper plates 
and masters. 

Briefly, here’s why: 

During the initial “wetting out,” the 
unique multiple coatings swell imper- 
ceptibly to hug the image. In effect the 
image becomes recessed for protection 
against image spread. The result is 
longer runs with sharp definition. 

For more information about the com- 
plete line of A. B. Dick lithograph 
supplies for offset duplicators and the 
K & E pre-sensitized photographic plates, 
just call the A. B. Dick distributor 
listed in the classified section of your 
phone book. Or, write A. B. Dick 
Company, 5700 W. Touhy Ave., 
Chicago 31, Ill. 


A-B-DICK 


THE FIRST NAME IN DUPLICATING 
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HOW T0 save Time and Money 


In duplicating forms, letters... 
lists, drawings, reports 


Now you can cut duplicating costs substantially and at the 
same time eliminate delays by making offset plates right in 
your own office with this efficient, economical Remington 
Rand combination. 

All you need is Dexigraph, the high speed photocopy 
camera, to make film negatives — and Plastiphoter, the new 
platemaker, to “burn” line negatives into photographic 
Plastiplates. Both can be operated by anyone, without spe- 
cial training. Both are portable. compact, economical. 

You can make a plate in as little as 17 minutes with 
Dexigraph and Plastiphoter. In fact, you can often have a 
job printed long before the plates would have been re- 
ceived from another source, 

The average cost of a processed Plastiplate made by the 
Dexigraph-Plastiphoter method is less than 70 cents — 1/5 
the amount usually charged outside. Because of this differ- 
ence, Dexigraph and Plastiphoter quickly pay for them- 
selves, immediately bring you important savings. 

You can be sure of producing brilliant line work with 
Plastiplates — Remington Rand’s new, outstanding plastic 
surface offset plates. They are simple to process, exposure- 
proof, durable. Plastiplates will give you at least 5,000 
excellent copies. 
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Use Dexigraph to pho- 
tograph original copy 
onto film at same size 
or at any reduction 


down to 50%. 


Also use Dexigraph for 
general office copying. It 
produces accurate copies 
of anything written, 
printed or drawn—makes 
up to 300 exposures an 
hour. Independent pro- 
cessing. 


Use Plastiphoter to 
“burn” film negative 
into Plastiplate. 


ane * 


Plastiphoter consists of a 
“burning” light, exposure 
frame, automatic timer, 
and compartments for dry- 
ing and Plastiplate stor- 
age. Use it in your office. 
No special wiring needed. 


+ 
{ 
| 
| 
| 


RIN eine 


a 


Write today for complete information 
about the Dexigraph-Plastiphoter 
method of plate-making. Management 
Controls Reference Library, Room 


1020, 315 Fourth Ave., N. Y. 10. 


We have no reason to recommend any- 

thing but the best photo-copying equip- Fé. ermungton Fé. caral 
ment and duplicator supplies to meet me 

your needs. . . we make them all. 
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YOU accomplish 





more with the 





right approach! 





(like for example, in business systems forms) 


With today’s stratospheric cost of doing 
business, every unnecessary finger-twitch 
whacks a goodly chunk off the profit margin. 
That’s why you find so many businesses 
(small and big) designing their paper work 
around the CoLiTHo “‘one write” idea. 


You use a CoLituo offset master plate as 
part of the original form. The plate is as- 
sembled with Co.itHo duplicating carbon so 
that the master plate is prepared when the 
form is originally filled in. Then the CotitHo 








75% to 90% LABOR SAVINGS—This 63- 
part purchasing form of a leading steel company 
demonstrates the scope of a COLITHO “one write” 
form, In addition to agement work reduction, one 
handling operation was completely 





plate is put on an offset duplicating machine 
and all the additional forms (hundreds if you 
need ’em) are run off. 


The savings in labor are considerable and 
the elimination of transcription errors has a 
very real value. And you can file the CoLirHo 
plate for future use. Variables can be pro- 
vided for and deletions, or additions to re- 
cord work progress or shipping schedules, 
can be made at will. In addition to form 
work, Co.itHo plates are the best all-around 
master for office offset duplicating. 


We'd like to send you free samples of 


Co.itHo plates and complete infor- 
mation about their many cost-saving 
uses. 
COLUMBIA RIBBON & CARBON MFG. CO.,Inc. 
Main Office & Factory: 
101-4 Herb Hill Road, Glen Cove, L.I., New York 
New York Sales and Export: 58-64 West 40th Street 


Branch Offices and Distributors in principal cities 
Consult your local Telephone Classified Directory 


OFFSET MASTER PLATES 


A “one write” system 
that expedites your paper work. 





Tue Orrice—April, 1951 





or paper plate. 

A. Direct Image. Watercolor pencils 
(any color) can be used for guide lines 
and general layout of the copy. These 
lines do not have to be erased because 
they will wash off the plate when the 
liquid repellent is applied. 

The image is applied directly to the 
smooth, coated surface of a paper or 
plastic coated plate. The image can be 
drawn, written, ruled, lettered, painted, 
typed or traced on the plate using 
either pencil, crayon, ink, carbon paper, 
fabric or carbon paper ribbon, rubber 
stamp, numbering machine, brush or air 
brush. Only materials having an oil 
base and especially designed for apply- 
ing images direct to the plate will re- 
produce. 

A special carbon paper is used for 
tracing or transferring images to direct 
image plates. This is a translucent yel- 
low paper having a yellow coating of 
wax which will cause an image drawn 
through it to reproduce on direct image 
plastic or paper plates. It can be writ- 
ten upon with pencil, ball point pen, 
or stylus to transfer the image of line 


drawings, shadings, graphs, and solids 


te be reproduced. A vibrating tool can 
also be used with this carbon to transfer 
the image of printers’ line cuts, stand- 
ing type forms, and printers’ type faces 
directly to direct image plates. The 
vibrating electric tool actuates a ham- 
mer head to transfer the image from the 
metal plate or metal type by applying 
the grease receptive coating of the car- 
bon onto the direct image plate. 


The image may also be a mechanical 
transfer from printing type, electro- 
type, or from another offset plate. The 
office print shop can make master plate 
from master plate by preprinting their 
own direct image plates on an offset 
duplicator. The direct image plates are 
printed the same as plain paper, but 
the ink is an oil base black reproducible 
ink. A practical application for pre- 
printed direct image plates is to im- 
print the letterhead or bulletinhead por- 
tion and insert the text with a type- 
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writer or draw illustrations freehand so 
all can be reproduced in one operation. 
Another application used in systems 
work is to print the record form on 
the direct image plate and insert the 
recorded information with pencil ws 
typewriter so that the complete docu- 
ment is reproduced at one tine. Pro- 
gressive reports, charts or graphs can 
be made by this method by inserting 
additional data on an existing plate. 
This application is also ideal for re- 
producing perforated or cut package 
labels in quantities. The preprinted data 
and the fill-in must be reproduced in 
the same color. 

Direct image plates may also be pre- ~ 
printed with non-reproducible ink (or- 7 
dinarily light-blue or pink color) so 7 
that the image acts as a guide to reg- 
ister when imprinting on other record ~ 
forms. Direct image plates can also be ~ 
preprinted with both reproducible and 
non-reproducible ink. In this case, the 7 
non-reproducible printing is used for 
instructions and guides for filling in the: 
recorded information (when a number 
of employees are required to fill in data™ 
on direct image plates.) The reverse) 
side of a direct image paper plate also® 

can be printed and utilized for record) 
or instruction purposes. 


Direct image plates (blank or He 
printed) are available in_ single cnt 
sheets of several standard sizes, in con® 
tinuous fanfold style to be separated, 
to any given size at the perforations, 
or in continuous roll style which call 
be separated at perforations or tora 
to any desired length when not pers 
forated. Continuous direct image plates 
can be used in typewriters, teleprinters 
or tabulating accounting machine. 

When a procedure requires additional 
preliminary copies, multiple copies can 
be made with carbon paper at the time 
the master is written. The master may 
be a part (original preferable) of a 
multiple unit set or continuous set of 
record forms. 

Information may be added to, or de- 
leted from, copies by using varying 
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widths and lengths of paper. Master 
overlays of varying sizes or overlays 
placed at different locations over origi- 
nal master may be used to add, delete 
or substitute information. Corrections 
or changes may also be made quickly 
by typing a section of an adhesive-back 
master, cutting it out of the 84%” x 15” 
sheet and placing it where required. 


Black-outs or deletions may be made by 


affixing a blank strip cut from an ad- 
hesive-back master over the unwanted 
éopy. 

An original writing can be recreated 
indefinitely by making one or more 
printed direct image masters from an 
original master plate or intermediate 
masters. 

A development in the direct image 
offset process is the insertion of inlays 
in paper plates. Printing type, printed 
on special paper, available in various 
styles and sizes of type, is used to com- 
pose headings and other composition 
requiring larger type. The composed 
printed paper type is adhered on top 


of the paper plate with double coated 
tape (adhesive on both sides), and a 
gummed sheet is placed on the back 
covering the other area to build it up 
to the same thickness. Other means are 
to cut out the paper plate and recess 
the insert by stripping in and using 
cellulose tape on the back to hold the 
insert in place. In either ease, a sealer 
is used to fill in the cracks and around 
the edges. As an alternate to the com- 
posed type, the composition (any size 
or style type) may be set on a Multi- 
graph machine or relief proof press 
and pieces of direct image paper plates 
run with reproducible ink. These pieces 
are then cut to size and adhered to or 
inserted into the paper plate as previ- 
ously explained. In either case, the text 
can be added to the plate by typewriter 
or illustration inserted freehand so that 
all can be reproduced at the same time. 

There are several degrees of quality 
of direct image plates for varying 
lengths of run (short, medium and 
long). Errors may be corrected by us- 








rinkling or sticking. 


If You Have a Duplicator — 

You Need an Atlas Filing System for Stencils or Plates 
THERE'S AN ATLAS SYSTEM TO FIT YOUR SPECIAL NEEDS 
Stencils hang (2 on hanger) FREE from damage by folding, creasing, 
Plates or masters (1 on hanger) are assured 


ROTECTION against scratching or careless handling. All can be visibly 
indexed for instant location with Atlas Index Tabs. Stencils myy be filed 


gether with copy. 


itias Spring Clip 
(PS 


Dp X-rays, 
photographic 
films, etc. 


Atlas Double 
Hangers (DSH) 
with flocking tug, 
file stencils verti- 
cally. 


& 





De LUXE MODEL holds 200 to 500 stencils, 300 plates or 
masters. Securely hinged cover has file pocket for samples or 
references. Crackle enamel won't show ink smudges. Heavy 
metal welded construction, ball-bearing casters. 25" high, 12!/." 
wide, 25" deep. Other models for every size office. PROMPT 
DELIVERY. 


Write for illustrated literature. 


ATLAS STENCIL FILES CO., 1662 E. 118 St., Cleveland 6, Ohio 


. = 
Pat. No. 
2,248,027 
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ing a soft, clean rubber eraser or special 
correction solution. Plates can be pre- 
served for reruns. 


B. Opaque Stencil Transfer, a pho- 
tographically opaque sheet of negative 
material used to eliminate the employ- 
ment of a camera for many kinds of 
work reproduced on offset duplicator. 
The image to be reproduced is sten- 
cilized into the tough fibrous material 
by a typewriter or vibrator stylus. The 
eut stencil becomes the medium for 
transferring the image onto the offset 
plate by passing are light through the 
image apertures which affect the sen- 
sitized zine, plastic, or paper offset 
plate. 


A stencil is made up in an assembly 
similar to the stencil used for stencil 
duplicating. An assembly consists of an 
orange color stencil paper and a back- 
ing sheet. Typewriter guide lines and 
numbers are printed on the stencil to 
facilitate typing and copy layout. 


Stencils for line work, drawings, or 
hand-lettering are prepared on a draw- 
ing scope with a stylus used for cutting 
the image into the stencils. The backing 
sheet is either removed or rolled out 
of the way and a celluloid flexible writ- 
ing plate is placed between the stencil 
and the glass of the scope. Several 
types of styli are available for different 
breadth of lines or for dash or dotted 
lines. Lettering guides of various styles 
of type and sizes are used for hand- 
lettering. Screened plates are used for 
shading. Drawings can be traced on 
the stencil by placing the original copy 
under the celluloid writing plate in the 
drawing scope which permits sufficient 
light to penetrate through the original 
and the stencil for tracing the image. 

To facilitate proofreading copy, a 
special sheet of blue carbon paper is 
inserted in reverse (carbon side up) 
between the stencil and the backing 
sheet. This carbon sheet also acts as a 
cushion sheet. A lightweight (trans- 
parent) sheet of plastic film placed on 
top of the stencil permits clear-cut copy 
and eliminates cutting out interiors of 
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V] 


PAPER MASTER PLATES 
for OFFSET DUPLICATING 


. . » The modern easy way to prepare 
perfect master plates for every type 
of offset duplicator. ! 


Available in cut sheets, continuous forms 
snap out sets, teletype rolls or for any office 
systems machine. 


& 


BRAND NEW REPLIMAT_ 
ALL PURPOSE OFFSET | 
TYPEWRITER RIBBON 


For typing on all offset master plates, as well 
as for ordinary letters. No need to change 
ribbon. Will not dry out—either in machine 
or on shelf! Guaranteed and proven by actual 
test to give 2 to 3 times more typing. 


Send for trial ribbon tom. $1.25 
postpaid TODAY 1.B.M. $1.50 


2 J @ L | C A PRODUCTS 
CORPORATION 
Manufacturers of Offset 
Duplicating Supplies 
154 NASSAU STREET. NEW YORK 38. N. Y. 
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letters. Cushion sheet and film sheet can 
be reused. 

An intensifier film, an acetate sheet 
of various thicknesses, can be effectively 
used with opaque stencils. The intensi- 
fier film is placed between the stencil and 
the sensitized plate during exposure ‘to 
obtain different degrees of darkness of 
copy depending upon the thickness of 
the film used. This method is used to 
emphasize certain words or captions 
throughout the copy. 

There is a device used for transfer- 
ing the design of printer’s line cuts or 
standing type set-up to stencils, opaque 
stencils, and direct image plates (the 
atter requires the use of tracing car- 
bo1 paper). This electric vibrating tool 
actuates a small hammer head that re- 
moves the emulsion coating from the 
tencil over the design which enables 

ne light to penetrate through the image 
bf an opaque offset stencil. 

An opaque stencil can be spliced to 

photographic negative of a letterhead 


/ 


or bulletinhead so that both appear on 
the sensitized offset plate. This permits 
running the complete job in one oper- 
ation. Photographie negatives of line 
illustrations or halftones of pictures 
may be stripped into a_ typewritten 
stencil. 

A development for incorporating 
printing type faces in offset reproduc- 
tion, without the use of a camera, is to 
compose headings and other composi- 
tion requiring sizeable type by hand 
from individual negative cellulose let- 
ters which are jointed together to con- 
struct words and sentences. The joined 
letters are opaqued at the joints be- 
tween the different letters, and the 
completed negative composition is 
spliced into the typewritten opaque 
stencil to make the entire copy (heading 
and text) on a sensitized plate without 
photography. 

Errors in the stencil can be corrected 
by rubbing the incorrect copy with a 
burnisher to close the perforations and 


NEW BG 
ARTSCOPE 


Handy — portable — light- 
weight Artscope. Ideal for art- 
ists, draftsmen, photographers. 
The BG ARTSCOPE is used by 
professionals and hobbyists. 
Check the specifications listed 
and see how perfectly the BG 
ARTSCOPE will fulfill your needs. 





SPECIFICATIONS ON BG ARTSCOPE 


Size 16’’ x 20’’ over-all. Iillum. Area 14’ x 16Y%4"' 
Construction All steel with gray baked crinkle 
finish. Rubber Bumpers. Adjustable legs at back. 
Cool working surface on white ceramic glazed glass. 
Bright diffused light from two 15 Watt 18’’ fluo- 
rescent lamps. Starter switch and cord included. In- 
side of box is white baked enamel finish. 

Uses Layout — Overlays — Make-Ready Tracing — 
Ready X-Ray Negatives — Negatives — Negative 
Stripping — Opaquing —- Copy Paste-up — Re- 
touching. Net Weight 12 Ibs. 9 oz. 
Glass remains cool for hours of use. Entire area 
evenly illuminated. Price Comp. $32.50 Postpaid. 


RCM Sad ce}. iien die], mieek 


19 S.. WELLS ST. © CHICAGO: 6;ALL. 
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applying a coating of block-out com- 
pound over the area to be corrected. 
Stencils can be changed for revisions 
by cutting out the incorrect portion and 
inserting or stripping in the revised 
copy. Opaque stencils and offset plates 
made from them can be filed for future 
use. 

C. Photography Transfer. Any image 
that can be photographed (text copy, 
line work or halftone) will reproduce 
by this method. Clean-cut, sharp, con- 
trasting original makes the best repro- 
duction. The photographie negative be- 
comes the medium for transferring the 
image onto the offset plate by passing 
are light through the transparent image 
which affects the sensitized offset plate. 
Presensitized paper and plastic plates 
are available for making photographic 
or opaque stencil transfer in a contact 
exposure frame having overhead light. 

Sensitized plates can be made directly 
from an original translucent tracing or 
drawing without going through the pho- 
tographic steps. (1) A _ translucent 
master placed on top of a sensitized 
paper or zine plate will reproduce a 
negative copy having the image in white 
and the background black or any other 
color of ink. (2) A Van Dyke negative 
(See Section VIII—Contact Printing 
1B) can be reproduced from a trans- 
lucent master in a contact printer and 
this negative is used as the intermediate 
for ee * a finished Paswwuee copy 


IMPROVED CARBON RIBBON ATTACHMENT 
feeds any carbon paper ribbon (not 
fabric) without overlapping through 
all typewriters. Wonderful for photo- 
offset; also for Multilith paper or 
metal plates. Only $35.00. Free lit- 
erature and Free trial. 


WM. R. BUTLER, 
Box 29 


Forest Park, Ill. 
Phone FOrest 6-1952 
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| 153 East 26th Street 


For Multilith and 
Davidson Offset Presses 


Printing's Newest Idea i. 


LUCITE 


INK DISTRIBUTION 
AND WATER-REPELEX 


ROLLERS 


with the 


LIFETIME GUARANTEE 


@ NO REPLACEMENTS—NO REPAIRS! © 

@ PERFECT DISTRIBUTION—NO WEARING 
—WEATHER PROOF! 

@ CLEANS WITH A WIPE! 

@ NO GLAZING! 

@ FASTER, BETTER PRODUCTION! 

@ ACTUALLY SAVES YOU MONEY! 


Keep YOUR shop running! Eliminate repiiiee- 


| ment headaches with Lumirol| Lucite R 


. they're guaranteed for the lifetime of 
the press! A long list of enthusiastic users 


testifies to their efficiency and economy. 


* 


Send for Illustrated Brochure and Prices 


SEVERAL CHOICE DISTRIBUTION 
FRANCHISES STILL OPEN. WRITE: 


THE LUMIROL CORP. 


New York 10, N. Y. 
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Vont Tear 


_ Your Hai BY? © vee can have that i 


portant printed matter 

promptly ... without costly, aggravating 

a delays . . Lif you own a Davidson Dual. Save 

money, too. It will print your stationery, office 

forms, envelopes, advertising literature, order 

blanks, etc. . . . top quality work . . . in black 

and white or multi-color. Does both offset and letter- 

press printing using paper or metal offset plates, type, 
Linotype slugs, electros and rubber plates. 





(= 


And... it will handle all your office duplicating... 


Hundreds of clear, distinct copies from first to last...using low 
commercial 


printers who cost paper masters. 
operate 


Davidson Duals 


can give you Get the facts about this time and 


this fast, low cost e ‘ Z 
service, too. money saving office machine. Write 


today. 


Davidson Dut! 


DAVIDSON CORPORATION a sussipiary OF 
MERGENTHALER @&icfeha4J3 COMPANY 
}-— WEST ADAMS ST., CHICAGO 7, ILLINOIS 








And...to get best results As easy to type, write or 
draw on as paper. 


insist upon Will not curl. 


Easy to erase and correct. 


0 rel vi ds On Con be wood on ony hind of 


Can be filed for future re- 


PAPER MASTERS runs. 


FOR ALL CFFSET DUPLICATORS Write for details and prices 
DAVIDSON CORPORATION ... 1036-60 W. Adams Street, Chicago 7, Illinois 
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with black image on white ground. 


(See Section VII—Photography for 
further details on photographie nega- 
tives. ) 

The means for preparing the master 
are unlimited. It can be an existing 
copy or the layout may be originated 
to requirements: 


a. Existing Copy, such as letters, 
books, advertisements, photographs, 
drawings, maps, forms, magazine or 
newspaper articles can be reproduced 
by photographing the original. Colors 
can be picked up, separated or omitted 
by using color filters in camera lens. 
The reproduction can be the same size 
as the original or it can be enlarged 
or reduced. Changes can be made on 
the original by deleting the undesired 
copy and adding additional copy. 


b. Preparing Line Drawings and 


Record Forms. Masters should be pre- 
pared on a good quality white drawing 
stock. Use a light blue colored pencil 
for drawing guide lines for general 
layout of copy (light blue does not 
photograph on orthochromatic negative 


film). Ruling pen should be’ used for 
straight lines with black india ink for 
all line work. 

Compositions requiring printers’ type 
can be set up on a relief duplicator or 
proof press and sufficient number of 
clean proofs made, cut to requirements 
with scissors and pasted in place with 
rubber cement. Typewritten composi- 
tion can be typed directly on the art- 
work or can be cut out and pasted in 
place. 

Use a type specimen chart for selec- 
tion of printers’ type sizes and styles. 
A reduced photocopy of the type chart 
(1/3 and 1% reduction) facilitates selec- 
ting type for drawings that will be 
reduced in size for final copy. 

When text requires considerable com- 
position, the type should be set by 
machine outside and proofs used for 
the layout. Typewritten text should be 
used when practical. The Vari-Typer, a 
justifying writing machine with curved 
metal segments, permits interchanging 
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typefonts for various styles and sizes 
of type. This machine has attachments 
for changing the horizontal spacing of 
type and automatic justification of mght 
hand margin. Impression can be made 
from inked fabric ribbon or carbon 
pauper ribbon. The IBM Electric Execu- 
tive typewriter, with proportional 
character spacing for 7 type faces, is 
good for copy layout. Ancther justi- 
fying typewriter is the Justowriter. 
Some standard typewriters are equipped 
to use carbon paper ribbon and t@ 
justify the right hand margin. A car 
bon ribbon attachment allows any office 
typewriter to feed carbon paper ribbott 
a full space for each character to pro= 
duce uniformly typed copy for repro 
duction. 

When an area of any size requires 
a solid of ink, it is best to paste @ 
black piece of masking paper of the 
proper size and shape on the co 
rather than fill in the solid with bru 
and ink. 

Various shading patterns of dots and 
lines printed in black ink or white ink 
on cellulose sheets can be pasted over 
an area requiring screened shading. The 
black shading is used to break up white 
areas and the white shading to light@n 
black solid areas. Unlimited patterms 
can be worked out by placing one shé@et 
of a pattern over another pattern. 

When quality work is required for 
hand lettering, designs or drawings, it 
is advisable to prepare the original in 
a larger, convenient working size as 
imperfections can be minimized by fe- 
ducing the size by photography. Forms 
requiring close work or paste-up of 
small type copy can be drawn larger 
(normally 4 times as large) than the 
required finished copy to facilitate lay- 
out work and then reduced to proper 
size. 

The finished drawing or art work 
must be clean and free of excess rubber 
cement. This master or original draw- 
ing can be easily corrected or revised 
for reprints by applying white paint 
over the portion to be corrected, or by 
pasting corrected or revised copy over 
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The Perfect 


The perfect pair for office typing is unquestion- 
ably Roytype’s Vulcan Ribbon and Park Lane 


Carbon Paper! 


For the Vulcan is a /onger-writing, cleaner-writing 
ribbon, and Park Lane is the all-weather carbon paper. 
What a perfect twosome—the finest in typewriter 
ribbon quality and the very best in carbon paper! 


uican Ribbons last longer! They're 
xtra-long. And thanks to the Roytype 


Heep-inking process, every yard of 
Wulcan yields additional sparkling im- 
pressions. 


ican makes sharper impressions! 
Because Vulcan fabric is thinner and 
more sensitive, it gives sharper, clearer, 
truer impressions. Every letter you type 
is a standout. 


Vulcan makes more copies! The thin- 
ner fabric in Vulcan allows you to make 
more carbons at one writing. When 
your letters are typed with Vulcan, both 
original and copies will be more legible. 
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Park Lane Carbon doesn’t curl! That’s 
because the back of every sheet is 
treated with an exclusive plastic finish. 
It stays flat and easy-to-handle under 
every possible atmospheric condition. 


Park Lane stays put! The special trac- 
tion backing gives perfect registration 
on every carbon copy. No creep. No 
slip. Sure-footed. 
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Park Lane keeps hands clean! Paper 
and ink are bonded together so that 
Park Lane is cleaner to handle and will 
not smudge copies. Famous Roytype 
corner-cut and extension edge allow 
you to remove all carbons simul- 
taneously. Saves time, handJing! 


Roytype makes a complete line of 
quality supplies for all typewriters and 
other business machines. 
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Made and Guaranteed by 


ROYAL 


World’s Largest 
Manufacturer of Typewriters 








the incorrect area. Art work should be 
filed for future revisions. 

Only one master is required for print- 
ing two or more up on a plate. Step 
and repeat or paste up several photo- 
copies made from the original. All 
plates can be preserved for reruns. Zine 
plates can also be regrained for reuse 
when the image on the plate is obsolete. 


2. FLAT BED OFFSET PROOF 
PRESS is not commonly used in the 
office due to the cost of the press and 
its limited application; however, with 
the expanding use of offset reproduction, 
variations of this type of machine will 
be applied in the future for reproduc- 
ing short runs of sizes larger than the 


maximum size of the rotary offset dupli- 
cating machines. 

The principle of this offset process 
is the same as previously explained, 
but the operation of the press is differ- 
ent. The offset plate is placed flat on 
the bed of the press. The repellent or 
water is covered over the plate with 
sponge or cheesecloth and the ink 1s 
rolled on with a brayer. A hand oper- 
ated cylinder is rolled over the plate 
and the inked image is transferred to 
the rubber blanket which covers the 
cylinder. The paper to be printed is 
spotted at another location on the flat 
bed to register with the plate. The 
image offsets onto the paper as the 
cylinder passes over the paper. 


Photography 


reproduction by photography: 

photographs, (2) photocopy, (3) 
microfilm, and (4) photographic en- 
largements or reductions from negatives. 
Each requires a special type of equip- 
ment. 

1. PHOTOGRAPHS. There are four 
sensitized materials used for making 
photographic negatives in a commercial 
camera: (1) paper; (2) combination 
paper and cellulose; (3) acetate film; 
(4) glass. The first two are generally 
used for line work only, and the latter 
two can be used for either line work, 
halftone, or continuous tone. 

Line work is the most common appli- 
cation in the office. The negatives are 
used for making photographs, offset 
plates or wet contact prints. (Blue 
prints, or prints with white background, 
can be reproduced economically from 


(1) 


| ae are four basic methods of 
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negatives.) Halftone negatives can be 
made from photographs by using a 
screen in the camera box. Continuous 
tone photographs (a graduated tone of 
black and gray), such as the glossy 
print, require a different type negative 
and printing paper. 

The negative or finished copy can be 
reproduced the same size as originals, 
or they can be enlarged or reduced. 
This can be accomplished at the time 
of making the negative in the camera, 
or the copy can be enlarged from a 
small negative by using a photographic 
enlarger. 

Color separation can be done by us- 
ing color filters on the camera lens. 
Some colors can be dropped out or 
picked up by using certain types of 
negatives. For instance, orthochromatic 
film drops out blue and picks up red; 
panchromatic film drops out red and 
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Bell & Howell Recorder 


Modern microfilm equipment built 
by Bell & Howell, and sold by Bur- 
roughs, is the finest obtainable, It re- 
flects Bell & Howell’s acknowledged 
leadership in the field of precision 
instruments for fine photography. 


: ' 


BURROUGHS MICROFILMING 


Every business has its indispensable records— documents that 
contain the vital information it lives by. And every businegs 
risks the loss of this information as long as its only reco 
are On paper. 
It’s a needless risk, too. Every business record can be made 
permanently secure .. . easily, quickly and inexpensively. 
Every business record can be reduced to a small fraction of its 
original size . . . conveniently stored in small fireproof safes 
or metal containers, or mailed away for safekeeping. Every 
business record can be safeguarded with Burroughs microfilming. 
Burroughs can help give your vital records the protection 
they need .. . can help you apply the speed and economy of 
microfilming to both the day-by-day and year-by- 
year secned Unelien of your. business. Find out how 
—call your Burroughs office today or write for your 
copy of the booklet “Safeguarding Vital Records.” 
Burroughs Adding Machine Co., Detroit 32, Mich. 


WHEREVER THERE’S BUSINESS THERE'S 


Burroughs 








picks up blue. Film is also available 
to make a positive (lines opaque and 
background transparent) in the cam- 
era, rather than the negative (lines 
transparent and background opaque). 
A film positive can also be made from 
a film negative by placing negative copy 
on the same kind of film in a contact 
box and exposing it to the light. These 
positives can be used as intermediates 
for reproducing whiteprint contact 
prints. The proper use of materials and 
equipment is very important in photog- 
raphy. 

Imperfections or dust spots can be 
opaqued out on the negative. Changes 
or corrections can be made by retouch- 
ing. Fine lines can be added to the 
negative by etching in with an etching 
needle on the emulsion side of the 
negative. 

Film or paper negatives can be used 
in the artwork for reverse printing 
(dark background) when preparing 


masters for photo offset process. The 
negative copy is pasted on the layout 
and will produee a white image on solid 
background on the finished copy. 


2. PHOTOCOPY. Readable photo- 
copy negative paper prints are made 
directly from an original with a camera 
having a prism lens. (An ordinary 
camera lens makes a negative in re- 
verse, or mirror image. The purpose ot 
the prism is to reverse the image so 
that the first copy is readable). If a 
positive copy is desired (black lines 
with white background) it is necessary 
to re-photocopy the first, or negative 
copy. 

Photocopy prints can be made the 
same size as original, or they can be re- 
duced or enlarged in size. Usually this 
process is used to make one or a few 
copies of an existing original. Photo- 
copy equipment is also designed to re- 
produce a duplicate copy on ecard or 
sheet of an existing card record system 
or for preparing statements from an 
existing accounts receivable ledger card. 

Enlarged positive prints or translu- 
cent intermediates for contact printing 
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san be made from microfilm negatives 
by attaching an automatic film pro- 
jector to a photocopy camera. 

3. MICROFILM is ordinarily con- 
sidered a filing system. However, its 
application is expanding into the field 
of reproduction. 

Miniature negative films of various 
reductions (from 17 to 1, to 37 to 1) 
are made in 16, 35 or 70 mm. rolls. (1) 
of existing records or drawings so that 
the original can be destroyed to conserve 
space; (2) to make a negative copy of a 
record as it is removed from a file on 
loan to other departments so that a re- 
production of the original can be ere- 
ated if the original is lost; (3) to make 
a duplicate set of important records, 
documents, or drawings which can be 
filed in another location for safe keep- 
ing as a protection against being acci- 
dentally destroyed; (4) to make a nega- 
tive copy of an engineering drawing 
so that copies of the original can be 
made in reduced size; (5) to make 
miniatures of newspapers, books, or 
periodicals for reference or to save 
filing space; (6) to eliminate manual 
transcriptions. 

The film roll, after development, can 
be placed in a reader-projector which 
enlarges the image on a ground glass 
so that any copy can be readily located 
and read. <A mirror in the projector 
permits making an enlarged photocopy 
reproduction. 

The number of records on a roll de- 
pends upon the size of original, size 
of negative, and amount of reduction. 
Each indexed roll is placed in an in- 
dexed box and filed. The complete 
record is filed in an area of approxi- 
mately 1/100 the space required for the 
originals. 

Two alternates for filing 16 mm. or 
35 mm. film rolls are: The roll may be 
eut in lengths of 12” and filed in shal- 
low folders (114” high including tab) to 
facilitate reference. Another method is 
to recess the individual negative copy 
into die cut filing cards containing index 
and other record information. Each print 
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is cut from the roll and is stripped 
into the die cut of the card and held in 
place with an adhesive cellulose edging. 
A group of records on a single strip 
ean be slid into a ecard having many 
apertures. The record card may be a 
vertical file card, needle sort card, or a 
tabulating card. The latter two methods 
are used as classification to facilitate 
quick selection through sorting. The 
microfilm frame recessed in a file eard 
can be read by enlarging on a projector 
or placed in a photographie viewer. 
Both sides of a record (usually 
checks) can be reproduced with one 
feeding of the copy into the machine. 
The copy is automatically turned over 
in the machine; however, later develop- 
ment permits reproducing both sides 
simultaneously by the use of mirrors. 
The individual 70 mm. negatives of 
large engineering drawings or news- 
papers are usually cut from the roll 
and each negative placed in a 5” x 3” 
envelope and filed in a vertical ecard file 
so that they may be located readily and 
placed in a projector to enlarge for 
viewing; or an enlarged projected print 
can be made on translucent paper to 


recreate an original whieh may be used 
as the intermediate for making addi- 
tional copies by a contact print process. 

4. PHOTOGRAPHIC ENLARGE- 
MENTS OR REDUCTIONS FROM 
NEGATIVES. Enlarged positive prints 
(paper, card, or transparency) can be 
made from microfilm negatives, or from 
other small film or paper negatives, by 
using projection papers in a vertical 
or horizontal photographic enlarger. 
The enlarger permits expansion of the 
proportionate size of the negative to the 
positive print. The image appearing 
in the negative is projected through a 
lens, and the print size is determined 
by the relation between the distance from 
lens to negative, and the distance from 
lens to print. Reduced-size prints (re- 
duction) can also be made with most 
enlargers. An automatic film projector 
can be attached to a photocopy camera 
to make enlarged positive prints from 
microfilm negatives. Enlarged or re- 
duced size positive prints made on trans- 
lucent paper can be used as interme- 
diates for reproducing additional copies 
by whiteprint contact process. (See 
Section VITI-2) 


Contact Printing 


a photograph and photocopy inso- 

far as a camera is not required to 
reproduce the copy and the work does 
not have to be done in a dark room. 
Faesimiles, the same as the original, are 
made by placing the transparent or 
translucent original and the sensitized 
medium (paper, card, cloth, or film) to- 
gether (in contact), and exposing to 
bright light in either a continuous 


Ae vioicer PRINT is different than 
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printer, copy box or printing frame. 
The image can be typed, printed, 
written or drawn on transparent or 
translucent paper, card, film, or cloth 
with pencil, ink, typewriter, or printing 
ink. Best results are obtained when 
the image is dense and completely 
opaque on a good transparent or trans- 
lucent material. A transparentizing so- 
lution can be applied to some materials 
to make them more translucent. Type- 
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Cul THE COST of office paperwork 


® 


make copies... 


i second a With the new BW Copyflex, you sim- 
for pennies... plify and speed up office paperwork by 
eliminating time-consuming _ transcrip- 
tion, retyping, and other costly duplicat- 
ing methods. With a BW Copyflex, 
you write it once, make copies as 

needed. 


Records, orders, invoices—on letterhead 
or printed forms—are reproduced in 
seconds. Copies are crisp, errorproof, 
smudgeproof—flat, dry and ready for 
immediate use. The 100th is as sharp 
as the first. Cost for an 814” by 11” 
copy averages less than 2 cents. 


Think what you can do! Original orders 
can be reproduced as production forms, 
shipping tickets and invoices. Extra 
copies of special reports can be made 
without retyping. Duplicates of bills 
are available in seconds. Materials can 
be copied confidentially by your own 
private secretary, if you wish. 


The BW Copyflex can be located anywhere See how the BW Copyflex can hel 
in your office—it emits no fumes, d P 
inks. stencils, trays, cuhausts or ‘peat mans you... send for free booklet today. 


lighting. 





BRUNING 


Specialists in copying since 1897 


o_—_—a==" CHARLES BRUNING COMPANY, INC, '""""""""4 


Dept. U-41 100 Reade Street New York 13, N. Y. 


{ ) Please send me your free booklet A-1078. 
) | would like to see a Bruning BW machine demonstrated. 


Company 


SEB EB BSB BB Sw ws a 


THe Orrice—April, 1951 





written copy can be backed up with 
carbon paper in reverse on the under 
side of the original to improve opacity 
of image; however, with the proper 
ribbons this is unnecessary. 

Photographic negatives or positives 
(paper or cellulose film) and interme- 
diates (translucent positive prints made 
from an original by contact process) 
may also be used as masters for re- 
producing copies. Various combina- 
tions of processes can be used effec- 
tively. 

The quality of the image on the 
translucent master is the foundation for 
obtaining practical results in contact 
printing. Recopying and transcrip- 
tion can be eliminated by all of the 
following contact printing processes. 


An area appearing on the translucent 
master can be deleted by cutting out 
(removing the unwanted area) or by 
block-out (using opaque paper to block 
out the unwanted area). Auxiliary in- 
formation may be added by attaching an 
additional transparency aside the orig- 
inal with transparent Scotch Cellophane 
Tape, or cutouts may be substituted 
with revised or different copy and held 
in place with Seotch Cellophane Tape. 
Variable smaller sizes than the original 
ean be reproduced by placing the 
smaller size sensitized paper over the 
wanted area of the original. 


A translucent sheet containing the 
printed record form may be filled in by 
longhand (pencil or ink), or with any 
office writing or recording machine 
(typewriter, teletype, accounting ma- 
chine, bookkeeping machine, tabulating 
printer, ete.) te provide masters for 
reproducing copies of the completed 
records. An application of this is the 
recording of accounts receivable transac- 
tions on a printed translucent ledger 
eard for reproducing statements as re- 
quired. A variety of stock forms and 
translucent columnar distribution sheets 
are available for recording by longhand 
so that the copies (form and fill-in) can 
be reproduced from the work sheet 
which saves copying and proofreading 
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and expedites the finished result. 

Succession or continuous reports, 
charts, or graphs may be reproduced at 
the close of any period or at any time 
to show progression. Current entries 
can be added to the existing master 
transparency to prepare current and 
proceeding records or charts so that the 
entire document may be reproduced 
without recopying the previously record- 
ed data. 

In general, there are two types of 
contact prints: (1) darkprint (a nega- 
tive copy from positive original), and 
(2) whiteprint (a positive copy from 
a positive original). 

1. DARKPRINT PROCESSES. 
(The name, darkprint, has been coined 
to establish a descriptive term covering 
all contact printing processes which re- 
quire wet developing and produce a 
negative from a positive.) After expos- 
ing the sensitized paper in contact with 
the translucent master, the copy must be 
developed, washed and dried. A nega- 
tive print (dark background) is repro- 
duced from a positive original (trans- 
parent or translucent background) or a 
positive print (white background) is 
reproduced from a negative interme- 7 
diate (opaque background). Direct- 
positive paper reproduces positive copy 
directly from original. Photographic, ~ 
photocopy, or contact print negatives © 
can be used to make readable positive © 
prints by the following three darkprint ~ 
processes. 3 

A. Blueprint (negative is white image 
on blue background; positive is blue ™ 
image on white background). Blue- 7 
print equipment is available to produce ~ 
copies on continuous rolls or cut sheets. 
Machines using continuous rolls com- 
plete the entire process: expose to are 
light, develop with potash, wash with 
water and dry the print. These opera- 
tions are handled individually when cut 
sheets are processed. 

B. Van Dyke Print (negative is 
white image on brown background; pos- 
itive is brown image on white back- 
ground). Very much the same as a 
blueprint; equipment and process is 
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plus Federal Tax 


Versatile . . . easy to operate... 
COPYREX, the smallest Liquid Duplica- 
tor, weighs only 13 Ibs. . . . handles all 
sizes from postal cards to legal size. 

Efficient and economical, COPYREX 
produces quality work in one or more 
colors at one time, comparable to larger 
and more expensive machines. 

Manufactured by: 
Zeuthen & Aagaard A/S 
6 Toldbodvej, Copenhagen K. Denmark 

For complete information and dealer's 

discounts, write to: 


REX-ROTARY Distributing Corp. 
128 West 23rd Street, New York 1] 
CHelsea 3.503) 





the same except that Van Dyke paper 
is developed with hypo and the result- 
ing print is a dark brown background 
with white image rather than blue and 
white. 

Van Dyke positives made from film 
negatives are ideal for duplicating line 
work copy to be used as artwork for 
offset duplicating. The lines, figures, 
and characters are sharp dark brown on 
white background which provides per- 
fect contrast for photographing. Van 
Dykes are used for this purpose when 
there is a repetition of the same image 
or when only a portion of an image is 
changed on several copies. In either 
ease the original drawing of a form 
is made only once, photographed, and 
the required number of positive Van 
Dykes are reproduced from the film 
negative. On small sized copy where 
two or more copies are to be printed 
on the same offset plate, Van Dykes 
are pasted in proper position for re- 
photographing all at once. When the 
same copy is to be changed slightly 
for several copies (such as changing 
the part headings or revising a local 
area on different parts of a set of 
forms) individual Van Dyke copies can 
be used to make the changes thereby 
saving time in making the complete art- 
work for each copy. For example: All 
the various copies of a combined order- 
invoice set can be made from one orig- 
inal drawing, and the variable on each 
copy in the set made on Van Dyke 
prints which were reproduced from the 
negative of the original artwork. 

C. Contact Print (negative is white 
image on black background; positive is 
black image on white background). The 
process is similar to the blueprint and 
Van Dyke process except that cut 
sheets (one or more at the same time) 
are exposed to incandescent or fluor- 
escent light in a large or small box 
printer or printing frame. The silver 
sensitized paper is developed with hypo 
and fixer, the resulting print from a 
translucent master bears a white image 
on a black background. 
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Duplicate readable negative copies 
can be reproduced from existing copy, 
such as letters, graphs, charts and ad- 
vertising material, or from transparent 
or translucent original copy especially 
prepared for this process. Mediums are 
available permitting prints to be made 
on one or both sides of a sheet. 


a. Reproducing copies from an orig- 
inal image on one side only. When the 
printed or written image appears on 
one side, and the paper, cloth or film 
is reasonably translucent or transparent, 
the exposure is made by transmitting 
light through the original. By placing 
the original to be copied on copy glass 
face down, and placing the sensitized 
medium on top with the emulsion side 
down, the resulting print is a readable 
or true image negative print. (If the 
original is placed on the glass face up, 
the resulting print would be an unread- 
able or mirror image negative.) 


b. Reproducing copies from an orig- 
inal with image on both sides, or from 
an opaque original. When the printed 
or written copy appears on both sides, 
or for opaque originals on cardboard, 
wood, metal or fabric, the original can 
be reproduced by reflection. By plac- 
ing the sensitized medium on the glass, 
emulsion side up, and placing the orig- 
inal on top, image side to be reproduced 
face down on sensitized medium, the 
resulting print is an unreadable or mir- 
ror image negative. In reflex printing 
from a two-sided original, it is practical 
to place the two negatives (face and 
back of original) on one sheet and have 
both together on subsequent prints 
by following this procedure. Use a 
double size sheet of sensitized contact 
paper (size 11” x 17” for an original 
844” x 11”), fold in half with the emul- 
sion side in, and place the original in- 
side the fold. This places the original 
in proper position for exposing one 
side and then the other. The unfolded 
processed sheet results in having both 
sides of the original side by side. The 
combined print made from this double 
negative can be folded with the image 
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TIME-SAVER 
MONEY-SAVER 
ENERGY-SAVER 


FOR BUSINESS .. . 
Contoura* 
Portable Photo-Copier 














Ideal for duplicating testimonials (Sales 
and Adv.), graphs or sections of large 
parts drawings fEng'¢). documents or ex- 
tracts (Research), order copies (Purchas- 
ing). articles (Library), office forms (Gen. 
Office) and other departments where exact 
copy material is essential. So versatile, 
"“Contoura’’ is a modern business asset! 


COPIES ANYTHING ANYWHERE — ''Con- 
toura'' makes exact copies of writing, draw- 
ings or printing of any color ink, pencil or 
crayon . . . copies gn | bound pages, 
too; its unique cushion conforms photo pa- 
per to page contour. 


TRULY PORTABLE — Only 4 Ibs., compact 
“Contoura" fits in a briefcase. Comes in 
two sizes: Research Model for 8” x 10” 
copies; Legal Model for 8!/2’”’ x 14” copies. 


SAVES TIME AND MONEY — ''Contoura"’ 
saves hours of longhand copying or typing, 
proof-reading and checking .. . pata 
errors of each. Increases accuracy and ef- 
ficiency of research and investigation. Con- 
trasted to photostating or microfilming, 
“Contoura"’ copies cost only 5c (8” x 10’) 
. retain their clarity. 

SIMPLE TO OPERATE—Under normal room 
lighting . . . no darkroom needed. Standard 
photographic chemicals develop prints. 
AFFORDS CONVENIENCE—Makes exposures 
right where your subject matter is . . . can 
be developed later. 














@ WRITE FOR FREE FOLDER TO-DAY 
*Patent Pending 


F. G. LUDWIG ASSOCIATES 
6 Pease Road, Woodbridge, Conn. 
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on the outside to have it in its original 
state. (If the original is not completely 
opaque, insert a black paper between 
the original and the sensitized side farth- 
est from the light to prevent a double 
image. ) 

ce. Reproducing positives from nega- 
tives. A readable (true image) positive 
(black lines on white background) can 
be produced from either of the above 
intermediate negative prints. (Filter 
plate is removed when making posi- 
tives.) 

Note: Positive prints can be made di- 
rectly from positive translucent master 
(eliminating the negative step) by ex- 
posing reflex positive paper in any con- 
tact printing equipment. This direct 
silver-sensitized paper is then developed, 
fixed, washed and dried. Reflex posi- 
tive paper can also be used to refix the 
image from opaque original or from 
originals printed on both sides to pro- 
duce a positive intermediate which can 
be used as the translucent master in 
making whiteprints. 

2. WHITEPRINT PROCESSES pro- 
duce positive prints directly from trans- 
parent or translucent originals or trac- 
ings. The image appears on one side 
only because the process requires light 
to pass through the original. A negu- 
tive intermediate print (reversing of 
black and white values) is eliminated. 
Positive is made directly from the orig- 
inal, reproducing a black or colored 
image on white or tinted papers. Any- 
thing typed, printed, written, or drawn 
with typewriter, printer’s ink, pencil or 
ink on translucent or transparent ma- 
terial (paper, card, cloth or film) can 
be reproduced with whiteprint equip- 
ment and materials. Whiteprints af- 
ford the following additional office ap- 
plications over darkprints: 

A large percentage of incoming let- 
ters, orders or other mail can be used 
to make legible positive facsimiles. Let- 
terheads and second sheets printed on 
translucent paper provide a means for 
making additional copies of outgoing 
correspondence or branch mail without 
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recopying. 

A quantity of form letters or bul- 
letins (letterhead or bulletinhead with 
text and signature) can be reproduced 
economically by the whiteprint process. 
Photographs can be inserted in bulletins 
or posters by using a positive picture 
(halftone or continuous tone) inserted 
with the text. 

Translucent paper masters may be 
printed by letterpress, relief duplicator, 
offset duplicator or stencil duplicator. 
As an alternate to printing, a blank 
form design may be drawn on translu- 
cent paper and intermediate duplicate 
masters made from it used when only a 
small number of masters are required. 
The intermediate duplicates eliminate 
the printing cost. 

The unexposed sensitized paper can 
also be preprinted on letterpress or 
duplicator. This can be a letterhead, 
bulletinhead, chart, graph, drawing, or 
any design printed in any color so that 
a contrast is made when processed. 

Transparent or translucent intermedi- 
ate whiteprints on paper, cloth or film 
ean be produced to provide a simple 
method for making corrections, addi- 
tions and changes without altering or 
redrawing the original. Deletions on 
the intermediate whiteprint can be made 
either by using correction fluid (eradi- 
cator) to remove the image, or by cut- 
ting out the section to be revised. Any 
section of an original or intermediate 
may be omitted by using a smaller size 
sensitized paper over the area required. 

A quantity of translucent or trans- 
parent intermediates (paper, cloth, or 
film duplicate masters of the original) 
ean be made from the original and 
used as masters for reprints. These 
intermediates contain the constant or 
repetitive copy and the record or vari- 
able data is added for making the final 
copies. 

Intermediate masters may also be 
made on a matte foil positive film hav- 
ing a rough surface that can be writ- 
ten or typed upon. All or any portion 
of the written or variable information 
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can be deleted by washing off with a 
damp cloth or erased with a rubber 
eraser after the desired quantity of 
copies are made. This permits the reuse 
of the foil intermediate many times 
thereby reproduciag the variable or suc- 
cession information along with the con- 
stant data and printed form. 

The image of a translucent original 
can be reproduced at one side of a 
larger sheet (finished print or an inter- 
mediate) to provide for additional re- 
cording or charting space. 


A single transparent master may be 
used to reproduce all record copies in 
a set thereby eliminating recopy and 
proofreading. For example: a translu- 
cent order form originated by the sales- 
man can be used to reproduce all order 
copies and invoice copies. The left side 
of the original is reserved for confiden- 
tial or credit information and internal 
records which is deleted on the custom- 
er’s invoice by using narrower sensi- 
tized paper for those copies. 

Set forms (unit or continuous forms) 
can contain a translucent copy to be 
used as a utility form for reproducing 
additional copies of the record. This 


utility form can be used when the quan- 
tity of copies required exceed the maxi- 
mum number of legible copies that can 
be produced on a typewriter or office 
machine or when additional copies are 
required to be reproduced later, or at 


another location. A systems applica- 
tion for this is to have the receiving 
department copy of a purchase order 
set on translucent paper. As material is 
received, receipts are added to this 
master for reproducing the receiving 
report copies. The method provides for 
handling a number of back orders from 
the same master. 

Composite prints of reports, charts 
or diagrams can be made from several 
positive film prints by registering the 
various films and exposing them to- 
gether on a sensitized whiteprint me- 
dium. 

When multiple copies are required of 
microfilm or other small negatives, a 
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positive enlarged translucent photo- 
graphic master can be made. Small 
negatives can be enlarged on positive 
intermediates by using a photographic 
enlarger or with an automatic micro- 
film projector attached to a photocopy 
camera. 


Information appearing in light blue 
(non-reproducing color) on the translu- 
cent master will be deleted on the copy. 
Light blue imprinting may be printed 
by letterpress or duplicating machine, 
written with typewriter or other office 
machines, inserted longhand with col- 
ored pencil or ink, or inserted with 
rubber stamp using light blue ink. This 
information may be instructions or con- 
fidential data not desired on the re- 
produced copy, and it may appear at 
any location on the master. Both sides 
of a translucent master record can be 
used by having the reproducible opaque 
copy and form image on one side and 
the reverse side printed and written 
with non-reproducible blue ink image. 

Graph, scaled, and cross-section pa- 
pers are available having the printed 
lines of light blue non-reproducing ink 
which provide guide lines for making 
the drawing, sketch or chart. The 
light blue guide lines are deleted on the 
finished print. : 

Complex originals can be revised or © 
certain portions of an original deleted ~ 
by making the intermediate print on 
sensitized non-reproducible translucent — 
blue line paper. The wanted portion is ~ 
traced with pencil or black ink and the ~ 
remainder is non-reproducible. 5 

Since the background of whiteprints 
is white or tinted (green, pink, yel- 
low and blue), added written notations 
or revisions are legible. In addition to 
the five colors of tinted paper, it is 
possible to obtain four colors of lines 
(black, blue, brown and red) which pro- 
vide 20 color keying classifications for 
systems work by combining the white 
and tinted papers and the colored lines. 
Colored areas can be added to the basic 
image of the whiteprint with colored 
pencil, crayon, ink or watercolors di- 
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rectly to the finished print. 

Two diazo processes are available for 
producing whiteprints. Both are vir- 
tually the same means of exposing the 
prints in contact with the translucent 
or transparent master to vapor lamp 
light rays. One process applies a liquid 
developer solution by slightly moisten- 
ing the paper which is applied auto- 
matically with developer rollers, while 
the other employs ammonia vapor for 
developing. Both produce dry, ready 
to use, flat prints at low cost and com- 
paratively high speed without a spe- 
cially trained operator. Single copies 
can be made in a matter of seconds 
while 15 to 20 lettersize copies a minute 
are produced with large machines. 


EROGRAPHY (pronounced ~ ze- 
ROG-ra-fee), is a combination 
electrical and mechanical process 
using powder instead of ink or sensi- 


tized paper. There are five basic steps 
required to reproduce copies by this 
process : 

1. Sensitizing the xerographic metal 
plate. A thin sheet of metal is the in- 
termediate used in this process. This 
plate is coated with photo-conductive 
material which is_ electrostatically 
charged as it passes under wires through 
a corona discharge machine to make it 
sensitive to image reception. 

2. Exposing the plate. The image 
copy of the original is then projected 
through the lens in a camera for opaque 
or two-side originals, or translucent 
originals are exposed by direct contact 
in a contact printing frame (XeroX 
Copier). This exposure causes the posi- 
tive charge to disappear in the areas 
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Intermediate translucent positive 
prints can be made from opaque orig- 
inals or from originals printed on both 
sides by two methods. (1) Self posi- 
tive paper, a silver-sensitized material, 
yields a positive translucent copy (black 
lines on white paper) by reflection of 
the image while exposed through yellow 
or orange light on either machine proc- 
ess. Photographie processing by devel- 
oping, fixing, washing and drying pro- 
duces the finished intermediate print. 
(2) Refix film intermediates, having a 
sepia image, can be processed com- 
pletely by the whiteprint process on the 
contact machine applying liquid devel- 
oper. 


Dry Process 


exposed to light thereby leaving onty 
the image remaining in the portion 
charged. The image pattern is invis- 
ible on the plate. 

3. Developing the plate. A negative 
charge powder, which is a cascading 


. developer, is flowed over the exposed 


plate in a tray and the powder adheres 
only to the charged or image area due 
to the electrostatic attraction. The de- 
veloped plate thus contains a visible 
positive image that is mirror-reversed. 
4. Transferring the image from the 
plate to the paper or to any other 
smooth surface. A sheet of paper is 
placed over the developed plate, in con- 
tact, and the plate and paper are passed 
through the corona discharge machine 
again to release the powder from the 
plate and transfer it to the paper. The 
paper is stripped from the plate and 
the image is a readable positive (the 
same as the original) on the paper. At 
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“4 ALOI D Photographic Products 


Speed Production— Save Money 
IN BUSINESS, INDUSTRY AND GOVERNMENT 


FOT9 FLO rnor0-corvinc MACHINE 


Copies anything written, typed, printed, drawn or 
photographed in actual, reduced or enlarged size. 


DAYLIGHT 
OPERATION 
NO 
DARKROOM 
REQUIRED 


% 
MAKES UP TO FIVE 18x 24” PRINTS A MINUTE 


For any business or government agency requifing a 
daily production of copies of charts, blueprints, pay- 
rolls, news articles, advertisements, contracts, corre- 
spondence, photos, etc., the new FOTO-FLO is ideal. It 
soon pays for itself in convenience, speed, economical 
operation. Through its automatic timer and print trans- 
port mechanism, FOTO-FLO insures uniform progessing 
and sharp, legible prints. FOTO-FLO is the answer to 
fast, low-cost photocopies. Our branch office @xperts 
will gladly survey your specific needs. 








Fine Photographic Papers 


There's a Haloid photographic paper for 
every photographic need. Because of the 
finest quality photographic emulsions, the 
Haloid line of sensitized papers is charac- 
terized by dependable uniformity. Every de- 
tail of the subject is reproduced with pleas- 
ing fidelity. Wide latitude and easy mani- 
pulation assure fine darkroom performance. 


Negative Materials for 
the Graphic Arts 


Haloid negative materials are easy to han- 
die, assure fine results in the finished job. 
Ideal for offset line work, halftones up to 133 
screen, line pick-ups up to 150 screen; also 
for diazos, white prints, shading mediums, 
etc. Features are: opaque blacks, color sensi- 
tivity, open whites, sharp lines, clean dots. 


XeroX Copying Equipment 4 


Copies anything written, printed, of 
drawn in one operation by xerography, 
the new, dry, electrical, direct positive 
process. No negative is required. No 
chemicals or water. Offset paper masters 
for quantity production of letters, reports, 
engineering drawings, office forms, etc., 
can be made in less than 2 minutes! 


WRITE FOR FURTHER INFORMATION ABOUT HALOID PRODUCTS 


THE HALOID COMPANY 


51-140 HALOID ST., ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL CITIES 





this stage it is possible to remove the 
powder from the paper by brushing 
it with the finger. 


5. Fixing the image on the paper. 
The paper containing the transferred 
image is then heated by placing it be- 
tween hot platens of a fuser for a few 
seconds, which sets the powder to make 
a permanent print. 


The plate can be reused many times 
by removing the residual powder from 
the surface by cascading cleaner over 
the plate. Facsimiles of an existing 
copy can be made on any paper, cloth, 
glass, metal, wood, ceramics, or any 
other material having a smooth surface. 
It is possible to make colored prints by 


using colored developing powders. 

The dry electrical process can be used 
for making copies of letters, documents, 
charts, graphs, maps, engineering draw- 
ings, pencil tracings, and enlargements 
from 35 mm microfilm positives or other 
small film positives. Its most practical 
application at present is the prepara- 
tion of offset master paper plates. Ex- 
isting copy can be transferred to the 
direct process offset plates without go- 
ing through the photographic stages. 

Dry printing (Xeroprinting) is one 
of the potential uses of the xerography 
principle. It, too, is based upon the 
attraction of powder to an electrostatic 
charge. (Xeroprinting presses are not 
available at present.) 


Facsimile Methods 


nically considered as office reproduc 

tion instruments, but their applica- 
tions are so closely allied and in many 
cases work in conjunction with dupli- 
cating processes that it is necessary to 
include facsimile methods to provide 
a thorough treatise on the subject of 
reproduction. Actually, a facsimile 
method is another phase in reproduction 
because one or more copies are made 
simultaneously with the original or from 
an original. 

Fundamentally, there are four classi- 
fications of facsimile application: (1) 
transmission of typewritten messages; 
(2) transmission of handwritten mes- 
sages; (3) transmission of pictorials; 
(4) preparation of duplicating inter- 
mediates. 

1. TRANSMISSION OF TYPE- 
WRITTEN MESSAGES. There are 


J scat con equipment is not tech- 
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three methods of transmitting and re- 
ceiving facsimile messages by machines 
similar to a typewriter; (a) Teleprinter, 
(b) Teletypewriter, (c) Radiotype. The 
results of each are somewhat the same, 
but the method of communication and 
certain features differ. These machines 
permit all the advantages of a type- 
writer. Continuous forms or cut forms 
in single sheets or in multiple-copy sets 
can be used. This allows use of your 
own forms for orders, reports, deliv- 
eries and other records. It is possible 
to make an original and five carbon 
copies on the Teleprinter and the Tele- 
typewriter, and 15 copies on the electric 
typewriter used with the Radiotype. 
When additional copies are required, 
duplicating intermediates such as hec- 
tograph master, direct offset plates and 
translucent masters for contact print- 
ing can be made on these machines. 
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A. Teleprinter is furnished by West- 
ern Union as a service for transmitting 
telegrams to the local telegraph office, 
and also for receiving telegrams in a 
patron’s office. The Teleprinter, having 
three rows of keys, appears and oper- 
ates like an ordinary typewriter. When 
a key of the typewriter keyboard is 
struck on the Teleprinter located in 
the patron’s office, the same character 
simultaneously records on the machine 
located in the telegraph office. A re- 
versal of the operation serves to send 
messages directly to the patron’s office. 
The typewritten message is usually re- 
corded on continuous sheets with as 
many carbon copies as required, and the 
individual messages are torn off at any 
desired length. 


All messages are sent directly to a 
telegraph office, and in most cases are 
relayed automatically to various termin- 
al points until they are received at 
final destination. Automatic equipment 
which perforates a paper tape of the 
message at the receiving end is also used 
to forward the messages to the next ter- 
minal point. This automatic relaying of 


messages reproduced from perforated 
tape assures accuracy from original 


typing and eliminates proofreading. 
Teleprinter equipment may also be 
leased for direct connections between 
two distant points (long haul), there- 
by expediting telegrams between these 
points. 


B. Teletypewriter is similar to the 
Teleprinter, but the intercommunication 
service is through the telephone com- 
pany. Teletypewriter exchange serv- 
ice (TWX service) is furnished sub- 
stantially on the same basis as long 
distance telephone service (chargeable 
on a time basis) except that the com- 
munication is typewritten instead of 
oral. Subscribers may be connected 
through central offices or exchanges di- 
rectly to any other Teletypewriter sub- 
seriber. All subscribers are listed in a 
national Teletypewriter directory. Con- 
ference service is available to all Tele- 
typewriter exchange stations, permitting 
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several stations to be interconnected for 
communication with one another. Pri- 
vate line Teletypewriter service (charge- 
able on a monthly contract) is also 
available to provide direct and continu- 
ous connections between two or more 
points. Teletypewriters may be placed 
at various locations within the plant 
to provide typewritten communications 
within the organization. Direct com- 
munication between branch offices and 
home office provides practical systems 
applications. 

During the connections of the two 
Teletypewriter stations, communications 
may be carried on in either direction, 
but not in both directions simultane- 
ously. This permits a two-way com- 
munication service on the same connec- 
tion. An unattended service feature 
enables a subscriber to receive mes- 
sages 24 hours a day without assistance 
of an attendant. 


The average message usually does not 
require the three minute minimum time — 
to send; therefore, it is advisable to ac- 
cumulate messages a reasonable length ~ 
of time so that several messages can be © 
sent during a connection. When long ~ 
messages are prevalent it is advisable — 
to use an automatic transmitter to re- — 
duce the connection period. The auto- ~ 
matic transmitter attachment uses a ~ 
perforated tape which has been pre-~ 
pared prior to the time of sending. 
Regardless of the speed of the manual © 
typist, the tape is fed through the™ 
sender at a rate of 60 words per minute. 

C. Radiotype is a communicating ma- 
chine incorporating an electric type- 
writer which operates from impulses 
received over radio or wire. The stand- 
ard typewriter keyboard and printing 
mechanisms on both the transmitting 
and receiving machines facilitate high 
speed typewritten communications. Com- 
munications can be over both short and 
long distances for commercial use to 
any number of other points simultane- 
ously. The machines may be equipped 
with any width carriage up to 24” to 
provide for accounting forms or tab- 


115 





ulated columnar forms, and the prepara- 
ticn of a dozen carbon copies. The re- 
ceiving machine can use either cut sheets 
or continuous forms, or it may be 
equipped to print on a tape. Type faces 
of the radio typewriter can be upper 
and lower case or all caps of any avail- 
able style type. 

Radiotype is capable of operating as 
both sender and receiver at the same 
time for duplex operation, or it can be 
obtained in a simpler form for alternate 
sending and receiving for two-way com- 
munication, or for receiving only. 

There are two stages to the opera- 
tion of this equipment. As the typist 
records the information on the form or 
blank in the typewriter platen, it simul- 
taneously conveys the characters to a 
punched tape in a tape perforator. 
The punched tape is fed into a tape 
reading robot which transmits the mes- 
sage to one or more permutation units 
at the receiving Radiotype machine 
which reproduces the message auto- 
matically. 

The transmission system employs a 
six-unit impulse code in various com- 
binations which are translated into all 
of the letters, numerals, punctuation 
marks, symbols and other standard key- 
board operations such as line spacing 
and carriage return. A speed of 100 
words per minute is maintained by auto- 
matic operation. Since a typist cannot 
maintain this speed, two or more typists 
ean be employed to punch tapes in ad- 
vance to store messages into the ma- 
chine to transmit at full speed of 100 
words per minute. 


2. TRANSMISSION OF HAND- 
WRITTEN MESSAGES. The TelAuto- 
graph Telescriber is the only instrument 
available for reproducing hand written 
messages or hand drawn diagrams sim- 
ultaneously at distant points. The fac- 
simile message or diagram is repro- 
duced and delivered within a building 
or to distant stations as the original is 
being written or drawn. Each trans- 
ceiver type instrument (sends or re- 
ceives) has a stylus and writing surface. 


116 


As the message is inscribed by the 
operator writing with the stylus on the 
flat surface, the message is automatically 
written in indelible ink on a roll of 
paper visible on the face of the instru- 
ment. This visible message may be 
retained on a winder or torn off if de- 
sired. While the message is being writ- 
ten by the originator, all connected in- 
struments have the facsimile message 
transcribed in the same indelible ink on 
the same type of paper as the original. 
Copies are in the hands of the desired 
personnel at the time the original is 
written and all receive identical infor- 
‘mation at the same instant. One 
transceiver can write to another, or to 
as many as fifty or more receivers at 
one time. Telescriber controls permit 
selectivity to any station, or collective 
to all, or to any group of receivers. 

No special skill, except literacy, is 
necessary to operate a TelAutograph 
Teleseriber system. There is no lan- 
guage barrier as the messages are hand- 
written. Diagrams, formulas, symbols 
and sketches are all easily written and 
reproduced. 


This instrument may be used to elim- 
inate duplicate copies and copy distri- 
bution, and at the same time expedite 
the dispatch of the information. Some 
office applications are: handling sales 
orders, production orders, receipts for 
incoming material, obtain credit infor- 
mation, accumulate costs, requisition 
matter from files, and many others. 

3. TRANSMISSION OF PICTORI- 
ALS. There are two methods of 
transmitting and receiving facsimile pic- 
torials: (a) Desk-Fax; (b) Telefax. 
The principal of operation and the ap- 
plication of the two machines differ. 

A. Desk-Fax is a miniature facsimile 
machine providing outgoing and incom- 
ing telegraph and eable service to the 
customer’s desk within arms reach. It 
saves the time of picking up and deliv- 
ering telegrams by messenger, and re- 
duces the sending of a telegram to the 
simple process of placing the message 
on the cylinder of the machine and 
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The greatest improvement in stencil duplicating in many years, 
STENAFAX makes mimeograph stencils from almost any graphic 


material in only SIX minutes. 


Introduced at the NATIONAL BUSINESS SHOW last year, 
STENAFAX represents a major advance in the duplicating field. 


A limited number of orders are now being accepted for June 


and July delivery in the New York, Philadelphia and Washing- 





ton, D.C. areas. 


FAST... 


ACCURATE... 


ECONOMICAL... 


TIMES FACSIMILE CORPORATION 


540 West 58 Street 1523 L Street N. W. 
New York 19, N. Y. Washington 5, D. C. 
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pressing a button. 

The sender of a telegram by Desk- 
Fax writes his message in longhand or 
by typewriter on a special telegraph 
blank ‘placed over a sheet of black elec- 
trical conductor paper. The telegraph 
blank has a wax coating on the back 
of the sheet and the pressure of writ- 
ing or typing transfers the wax from 
the top sheet to the conductive paper. 
The conductive paper is then placed on 
the cylinder of the Desk-Fax and elec- 
trical impulses are transmitted as a 
stylus passing over the rotating mes- 
sage which picks up the black areas 
and skips over the waxed characters 
causing the receiving machine at the 
telegraph office to create an exact pic- 
torial reproduction of the message. The 
message is then relayed to the destina- 
tion city over the regular telegraphic 
system. 

The Desk-F'ax automatically becomes a 
receiving machine when the telegraph 
office signals that it wishes to transmit 
a message. The patron then places 
a receiving blank on the cylinder of the 
Desk-Fax and receives a facsimile mes- 
sage. The receiving blank on which the 
message is recorded is an electrosensitive, 
dry recording paper known as Teledel- 
tos. This receiving blank requires no 
processing of any kind before or after 
recording. The coating of this conduc- 
tive paper is light in color and turns 

lack when electric current passes 
hrough it. It produces a clear-cut and 

ermanent record. 


At present, Desk-Fax is a duplicating 
rocess only insofar as it makes fac- 


simile reproductions of telegrams. 
There may be future possibilities of 
using this equipment for inter-office 
transmittal of facsimile messages, 
records, and for line and halftone il- 
lustrations. 

B. Telefax is a facimile communica- 
tion instrument which transmits hand- 
writing, typewriting, printed matter and 
line or photographic pictures between 
any two points (stationary or mobile) 

that are connected by wire or radiv 
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channel. Transmission originates at a 
photoelectric cell that scans the mes- 
sage which is located in the machine. 
It converts the blacks and grays of the 
numerous scanning lines into varying 
signal voltage which is amplified and 
sent over the circuit to a receiving ap- 
paratus. Here the signal is recorded 
on electrosensitive paper, on continuous 
sheet, to reproduce the shadows and 
contrasts of the original message in their 
proper relationship. The result is com- 
parable in quality to a 100-screen half- 
tone engraving. Accuracy is assured as 
the original written copy or image is 
not altered in transmission. 

A machine is used for both sending 
and receiving. Two styles are avail- 
able for transmitting 15 square inches 
per minute (equivalent to about 160 
words of single space typewritten copy) 
or 46 square inches per minute (equiv- 
alent to nearly 500 typewritten words). 
A greater number of words can be 
transmitted if the copy is printed or 
typed in small characters. 

It is possible to broadcast and re- 
ceive facsimiles of newspapers, books, 
magazines, complete with photographs 
and drawings, as well as the text. 
Available for inter-office and interplant 
use for dispatching written ecommunica- 
tion, charts, diagrams, illustrations and 
any documentary records or reports. 


4. PREPARATION OF DUPLICAT- 
ING INTERMEDIATES. There are 
two methods of preparing facsimile 
intermediates which are used as dupli- 
cating masters for reproducing multiple 
copies: (a) Faxograph; (b) Multifax; 
(c) Stenafax. The results of each are 
much the same, but the method of 
preparation differs. 

A, Faxograph automatically makes ex- 
act facsimile copies of an original 
which (1) produces paper prints equiva- 
lent to photocopies or contact prints, 
(2) stencilizes the image into stencils 
for stencil duplicator, and (3) prepares 
direct process plates for offset duplica- 
tor. 

The machine is simple in operation 
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Yes eae certainly shawde 


a in vestigation — 


It's duplicating with a difference 
on the Banda—and so it should 
be, after all, as Pioneers of Spirit 
Duplicating in the English-speak- 
ing countries we have had 24 
years of experience in the manu- 
facture and marketing of Spirit 
Duplicators. 24 years devoted to 
development and research — to 
satisfying every conceivable cus- 
tomer's need. That is why Banda 
has no equal. Years ahead of any 
other machine, Banda _ stands 
supreme as the world’s Finest 
Spirit Duplicator. 


BLOCK & ANDERSON LTD. 


58/60 KENSINGTON CHURCH STREET, 
LONDON W.8., ENGLAND. 


Cables: Blocander. Kens. London 
Telephone Western 2531 


} 
4 } 

‘| 

i \ 
Py i 


The ‘MASTER’ DUPLICATOR 


For Canada: Block & Anderson Ltd., 2052 St. Catherine St. W., Montreal 
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We design and build 


specialty machines for duplicating, 


paper gathering, assembling and teeding 


LUIS MESTRE 


CONSULTANTS AND ENGINEERS FOR THE DUPLICATOR 
AND DUPLICATOR SUPPLY MANUFACTURING INDUSTRY. 


57 East | Ith STREET NEW YORK 3, N. Y. 








AMERICA'S GREATEST BUY 
IN STENCIL DUPLICATORS 


More Automatic Features Than in The 
Most Expensive Machines 


The sensational RUDCO Model 100 offers more 
automatic and improved features than found 
on even the most expensive stencil duplicators. It 
has a completely enclosed cylinder with internal 
brush action—eliminating all possibility of messy 


ion. E ly i i i 
salipy action tak seaterhs tee cyltter: sale viken The RUDCO Model 100 
a sheet of paper is in printing position. Only $95 


The RUDCO handles paper or card stock— Counter $10 extra) 


( 
post card to legal size—and registration is always COMPARE THESE FEATURES 
hair line accurate. 





The RUDCO is built for hard use—and abuse. 
Compare it, feature for feature, with the most 
expensive stencil machines in the field. You'll 
quickly realize that here is today's greatest buy 
in ow regardless of make—regardless of 
model! 


. Completel 
- Improved Internal Brush Action 
Automatic Roller Action 


Automatic Feed 

Ball Bearing Construction 

. Hairline Registration 

. All Steel Frame 

- Easy to Use 

- Built for Years of Trouble-Free 
Service 


nang ag AUTOCOP Y, / N a baht eee Neng 


=S2enevaen> 


Stationers and Office Machine Dealers! 
Write at Once for Complete information. 


— 
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and the actuai copying is automatic. 
The original and the material on which 
the copy is made are placed in the ma- 
chine, two simple preliminary settings 
are made and the full length page of 
a facsimile copy, stencil or plate is re- 
produced in less than ten minutes re- 
gardless of the complexity of the image. 
The original copy to be reproduced may 
be a typewritten or handwritten page, 
a sketch, drawing, printed form with 
fill-in, printed matter with line illus- 
trations or halftone pictures, or any 
other black and white media. 

This same machine ean be modified 
so that it will transmit facsimile pic- 
torials over a telephone line to another 
Faxograph which will create a facsimiie 
paper copy, mimeograph stencil, or off- 
set plate at a distant point. 

B. Multifax provides a simple means 
for making facsimile hectograph mas- 
ters, duplicating stencils, offset plates 
or multiple carbon copies from an exist- 
ing original containing handwriting, 
typewriting, black and white drawings, 
blue prints, printed matter, and similar 
composition. The masters, stencils or 
plates may then be used for reproduc- 
ing a quantity of copies by the usual 
duplicating methods. 


The Multifax machine has a single 
horizontal cylinder (like a lathe) about 
which both the original and the blank 
master are rolled end to end. Behind 


the cylinder is a movable carriage 
which bears a lightbeam scanning de- 
vice beside the original, and a_per- 
cussion unit beside the blank master. 
When the machine is operating, the 
cylinder rotates and the carriage moves 
along behind it so that the light beam 
traces a path over the entire area of 
the image located on the original and, 
in like manner, the percussion unit 
passes simultaneously over the master 
being reproduced. The scanning light, 
interrupted by black parts of the orig- 
inal image, is reflected into a photo- 
electric cell where it creates correspond- 
ing electrical impulses that actuate the 
percussion unit. As the percussion arm 
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strikes the master blank with tiny ham- 
mer blows, the image is created dot by 
dot on the master copy. A pushbutton 
control starts the machine and it runs 
without attention, stopping automatical- 
ly as the carriage reaches the end of 
travel. For short areas the automatic 
control stops the machine at any pre- 
determined position. ; 

Multifax machines are made in one 
size only, but are equipped with inter- 
changeable cylinders of various diame- 
ters to accommodate copy up to 11” x 
17” size. The length of time required 
to make a facsimile copy of an 8y2” x 
11” page is approximately 14 minutes. 
An 11” x 17” copy, using a large cylin- 
der, can be reproduced in about 30 min- 
utes. The normal procedure is to repro- 
duce a readable positive copy from a 
positive original. However, a switch on 
the machine permits positives to be 
made from negative original, such as 2 
blue print or a negative copy can be 
made from a positive original. Com- 
plicated drawings, plans, maps, graphs, 
skillfully made sketches, or statistical 
data which otherwise might be difficult 
and time-consuming to reproduce, can 
be readily copied with this machine. 

C. Stenafax. Usérs of stencil duplica- 
tors can reproduce copies of existing 
letters, forms, drawings, instruction 
sheets, advertising layouts, and printed 
matter by means of stencils electroni- 
eally cut by the Stenafax stencil cutting 
machine which machine automatically 
makes facsimile stencils of any legible 
image in six minutes. Stencils are made 
of special plastic material and can be 
used on any stencil duplicator. After 
the Stenafax stencil is cut, it is used the 
same as any mimeograph stencil for 
reproducing copies. Over 10,000 copies 
ean be produced from one stencil. 

Facsimile stencils are prepared by this 
means: (1) the material to be repro- 
duced is wrapped around a cylindrical 
drum; (2) the Stenafax plastic stencil 
is wrapped around a second, or receiv- 
ing drum; (3) when the machine is 
started, both drums revolve at the same 
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speed, (4) a photoelectric scanner on a 
carriage, which moves slowly along the 
length of the drum, scans the original 
copy; (5) a stylus, mounted on the 
same carriage, traces over the blank 
stencil on the receiving drum; (6) elec- 
trical impulses cause the stylus to punch 
tiny holes in the stencil where the sean- 
ner sees the black image. 

When the transmission is complete, 


MPRESSION STAMPS are ideal for 

inserting repetitive data on record 

forms or reports, on materials other 
than paper or card stock, and on out 
of way places. There are many varia- 
tions of impression stamps designed to 
meet specific problems. 

1. RUBBER STAMP. A large vari- 
ety of stock rubber stamps with words, 
such as PAID, BILLED, DELIVERED, 
C.0.D., RECEIVED and CANCELLED 
are available for common applications. 
Metal frame band stamps, having 12 
commonly used words on one band are 
convenient where flexibility is required. 

Special stamps of any text or form 
having various styles and sizes of type, 
can be made to order in any size to 
meet specific problems. A facsimile of 
the impression is usually indexed on 
the side of the rubber stamp to facili- 
tate convenient handling and filing on 
strip or revolving racks. 

A set of interchangeable type (alpha- 
bet, figures and other characters) can 
be used to advantage in the office to 
compose emergency or temporary im- 
pression stamps. The flexibility of this 
type makes it practical for imprinting 
sizes, lot numbers, pattern numbers, 
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the scanner will have seen all the ma- 
terial wrapped around the first drum, 
and the stylus will have perforated the 
plastic stencil on the receiving drum, to 
produce a facsimile of the original. The 
plastic stencil contains a white top coat- 
ing and the perforated image appears 
in black to provide a legible facsimile 
copy. Sharpness of the image is com- 
parable to a 1.44-line halftone screen. 


prices, ete. Type having a metal body 
and rubber printing surface assures 
pertect alignment. Holders can be sup- 
plied with one, two, three, or four lines. 
Self-inking printing wheels or rollers 
should be used for stamping large print- 
ing areas. 

Penetrative ink for stamp pads can 
be had in six colors: black, red, blue, 
green, violet and carmine. A_ special 
purple hectograph ink can be used for 
reproducing the rubber stamp impres- 
sion by the gelatin hectograph process. 
A metal die stamp can be used for re- 
producing an impression by the spirit 
hectograph process. Rubber stamps are 
also practical for inserting data on di- 
rect image offset plates (requires re- 
producible ink) and on_ translucent 
masters for contact printing. 

2. SIGNATURE STAMP. Facsimile 
signature stamps can be conveniently 
used for approvals when longhand sig- 
nature is not required. They can be had 
in either the ordinary stamp with handle 
or the self-inking type. Signature 
stamps can also be used for hectograph 
masters, direct image offset plates and 
translucent contact printing masters. 


3. DATE STAMP. Date stamps are 


THe Orrice—April, 1951 





available in a variety of styles, used 
either with stamp pad or the self-inking 
type. This includes movable band line 
daters, movable band line daters with 
other words or figures, movable band 
daters combined with special flat rubber 
stamp, and type set pencil daters (loose 
type) that slip over the end of a pencil 
(either end). Pencil daters, commonly 
used by librarians, are practical for 
checking and dating. 

4. DATE AND TIME STAMP. Time 
stamps operating in conjunction with 
date stamps can be set manually or oper- 
ated mechanically by clock. Manually set 
rubber time stamps, indicating the ap- 
proximate time, are available in oblong 
stamps (stamp pad or self - inking 


Addressing Methods —_ 


manual devices and smaller ma- 

chines permit the use of the ad- 
dressing principle for reproducing lists 
and other classes of work that hereto- 
fore were not considered duplicating 
applications. The various methods are 
classified as (1) addressing devices; (2) 
addressing machines (for addressing 
only); (3) addressing and imprinting 
machines, with a further classification 
of processes to simplify their deserip- 
tion. 

1. ADDRESSING DEVICES. Two 
duplicating processes have been adopted 
for limited addressing, imprinting, or 
small area reproduction requirements: 
(a) spirit heetograph and (b) stencil. 

(a) Spirit Hectograph Process em- 
ploys a hand device which appears some- 
what like a hammer. A small drum in 


T= development of several types of 
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types), the time being set by adjusting 
a sliding arrow; or round stamps 
(stamp pad type), the time being set 
by turning an outer metal rim. Mechani- 
cally operated time stamps, indicating 
actual time in hours and minutes, re- 
produce an impression by stamp pad or 
by ribbon. 

5. NUMBERERS. Metal frame band 
stamps, having four or more rubber 
numbering bands with tigures of vari- 
ous sizes, are used for imprinting sizes, 
lot numbers, pattern numbers, ete. Num- 
bering machines, having four to seven 
metal numbering wheels with figures of 
various size, are used for consecutive 
numbering. These self-inking, hand num- 
bering machines can be set to number 
consecutively or to repeat. 


the head of the device is filled with a 
duplicating fluid which moistens a felt 
pad. The surface on which the impres- 
sion is to appear is moistened by run- 
ning the felt pad over that area. The 
master is placed on top of the moist- 
ened surface (face up), and a roller 
located on the opposite side of the 
moistener of the device is run lightly 
over the master to transfer the impres- 
sion to the copy sheet. 

A multiple master unit set containing 
five or more small masters in gangs can 
be separated at perforation or eut to 
size. The heetograph carbon is under the 
master (coated side up) so that the typ- 
ing, or writing, on the face makes the 
carbon impression on the back the same 
as any spirit master. The moistened sur- 
face causes a small amount of the pur- 
ple aniline dye of the carbon images to 
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Guild 


GUILD MIMEO BOND 


For all stencil 
Duplicating machines 


GUILD DUPLICATOR BOND 
For all types of liquid 
and gelatin hectograph 
duplicating machines. 


These Distinctive Papers 
For Quality Duplicating 
Available From Your Local 
Guild Stationer. 


Stationers’ 
Guild of 
America 


1400 So. Penn Sq. 
Phila. 2, Pa. 








PRINTER'S TYPE 


FOR IMPRINTING ON MULTIGRAPHS 
Stymie Light #10-190F and Stymie 
Medium +#10-290F, which work in 
typesetters. 

We also carry 20th Century Bold 
#604, Medium #605 and many other 
type faces from 6 to 24 point. Brush 
#302 in 14, 18 and 24 pt. Catalog 
upon request. 


Multigraphers Composing Co., Inc. 
638 So. Federal St., Chicago 5, Ill. 











SAVE-Days & $$ witha KENRO! 


isc  Camera-Platemaker 
seas V2 hour, copy to press. 
= 5 ——— ® Cuts plate costs too! 


sett im §6©@ Ready to plug in and 
use. Line (11x14) 
negatives. Burn-in 
‘ (10x16) $685. 
iy @ With Eastman (8x10) 
+ ee, «=—6CC«SCContact 120 Screen 
Write today for: U.V. Lamps $740. 


Literature & Rental Purchase Plan No. 2 
KENRO GRAPHICS, Inc., P.0. Box 636, New York 


be 
PROCESS Lens > y 


26146 
FLOOR SPACE 
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be transferred from the master to make 
the copy. A master will reproduce one 
hundred or more impressions. 


The small masters can be placed in « 
frame, or they may be glued over a die- 
eut hole in a vertical card or any other 
kind of card for filing. A practical ap- 
plication is to affix the master at the 
top of a machine ledger card to provide 
a duplicating method for addressing 
statements. 


(b) Stencil Process. Small stencil 
sheets or stencil card (a stencil within 
a frame), which are stencilized by type- 
writer, longhand with stylus, or with 
an instrument for embossing type, are 
used in a handstamp holder or rocker- 
type stencil duplicator. They serve a 
practical means for reproducing short 
runs or for imprinting on a variety of 
materials that cannot be fed through 
other kinds of duplicating or printing 
machines. 

The stencil sheets or cards are placed 
on the base of a handstamp having an 
inked pad which causes the ink to force 
through the stencilized image when 
pressed in contact with the material be- 
ing imprinted. An alternate to this is 
to place the stencil card on the copy 
sheet and apply the ink with an ink 
roller. Stencils of this type will repro- 
duce one thousand or more impressions. 

The hand stencil duplicator will print 
on unvarnished wood, cardboard, wall- 
board, corrugated paper boxes, cloth 
and various types of paper and packag- 
ing materials. It will also print on the 
inside of bound books, directly on pack- 
ages or boxes and in awkward locations 
impossible to reach by most other meth- 
ods. Ideal for addressing shipping la- 
bels or tags or for preparing a quan- 
tity of package labels, and can also be 
used for printing and addressing postal 
cards. 

Small stencil sheets may be used as 
a part in a unit set of order forms to 
provide an address stencil as a by prod- 
uct of typing the order. After typing, 
the stencil is removed from the set and 
placed on a hand stamp holder to im- 
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print a sufficient quantity of address 
labels or tags. 


2. ADDRESSING MACHINES (For 

addressing only). Three duplicating 
processes have been applied to small 
manually operated machines for the 
purpose of addressing envelopes, labels 
and tags exclusively: (a) spirit hee- 
tograph tape; (b) stencil frames; (c) 
relief type. These machines are applic- 
able for addressing only. There are 
no attachments for performing other 
work, 
(A) Spirit Hectograph Tape master 
is prepared on a continuous tape roll 
in combination with a roll of hecto- 
graph carbon paper placed underneath 
(coated side up) so that the typing on 
the face also makes the carbon impres- 
sion on the back of the master. Names 
are recorded on this master list at 
consistant intervals, and the tape is 
mounted on two rollers placed in a 
carriage in the machine. As the envel- 
ope. is moved into place, other rollers 
apply the fluid over the area where the 
address is to be printed. Each new 
address on the tape is brought into 
printing position mechanically or manu- 
ally by a slight movement of the front 
tape roller. The actual reproduction 
of the address is done by lowering the 
tape carriage so that the hectograph 
image touches the dampened area on 
the envelope to transfer the address. 
The machine having the tape rolls above 
the printing surface contains a plastic 
pressure plate which provides a clear 
view of the address on the face of the 
tape for selective addressing. The ma- 
chine having the tape rolls below the 
printing surface has a stationary tape 
carriage and the pressure handle con- 
tains a mirror for reading the ear- 
bonized address that appears on the 
back of the tape for selective address- 
ing. The tape for the latter machine 
can be typed with the ribbon in “sten- 
cil” position to facilitate sharp ear- 
bonized characters on the back. 

Foldover gummed correction slips 
may be used for corrections or changes. 
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For Any Size Mailing List ... 








Model’ 40 
$44°° 











(Fed. tax & supplies extra) 
One of THREE Models 


flier rhadeuee 


No matter what size mailing list he has, 
there is a MASTER ADDRESSER for your 
customer. With the Model 40-H (Foot 
operated), the De luxe Model 40, the sim- 
ple, economical Model 25, whatever his 
needs, you can fit his mailing list and his 
pocketbook. The low cost Master Address- 
er spirit process is for the largest lists (we 
have users with over a half-million names) 
as well as the small, and You can sell 
them. Add to this line the Lab-L-Master 
Printer —for addressing shipping labels 
and tags—and you have an unbeatable sell- 
ing combination! Stock the complete line 
and be prepared to sell a machine de- 
signed to fit your customers’ needs. 


These Master Addresser features make it 
easier to sell: 


Roller Moistening 

Automatic Tape Advancement 
Variable Margin Guides 
Metered Fluid Control 

No Stencils @ No Plates 

No Ribbons © No Ink 


NATIONALLY ADVERTISED EVERY MONTH to 
pave the way for more sales. Additional sales help 
provided with new catalog sheets, new envelope 
stuffers and newspaper mats. 
@ It pays to be a Master Addresser dealer. 
Write today for full details 


fader rhddrewucee C2 


6500-0 West Lake St.. Minneapolis 16, Minn. 
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To make a change of name or address, 
you merely type the corrected name 
and address on the folded slip which 
is backed with spirit hectograph car- 
bon paper. The gummed inside of the 
folded slip is moistened and placed 
over the front and back of the tape at 
any location. The folded correction slips 
come in sheet form perforated in gangs 
to tear at the correct height for an 
address. As an alternate, correction 
slips can also be typed on the adhesive 
side of gummed paper with the hecto- 
graph carbon image appearing on the 
back (ungummed side) so that the face 
ean be moistened and placed over the 
incorrect address on the back of the 
tape. 

The machine is applicable for dupli- 
cating one or more copies from each 
address on the list. An original name 
list may be used for repeating approxi- 
mately 100 addresses. 

Individual vertical cards can be sub- 
stituted for the tape to index state- 
ments or other forms. This is done by 


‘the ecard. 


typing the name and address on gummed 
file folder labels. The perforated labels 
may be in sheets, gangs, or continuous 
strips. The typing is done in the top 
half of the gummed side of the label 
so that the hectograph carbon image 
appears on the back. The top half is 
moistened and affixed to the upper left 
or lower right corner on the back of 
The lower half of the label 
is folded at the scoring to provide a 
protective cover over the hectograph 
portion to keep it from smearing onto 
other cards in the file. This flap is 
pulled down when the individual cards 
are inserted into the machine for im- 
printing the address on other forms. 

(B) Stencil Frames. The stencil sheet 
in a lightweight card frame provides for 
nine typewritten lines. Stencils are pre- 
pared by typewriter or longhand with 
stylus. The stencilized card frame is at- 
tached to a small drum in the machine 
which contains the ink. The ink is fed 
from the drum through the stenciled 
image as it makes contact with’ the 





MIM-E-O's METHOD for FILING and INDEXING 
MIMEOGRAPH STENCILS AND OFFSET MASTERS 

Provides Low Cost, Modern, Time-Saving Efficiency 
Assures PERFECT REGISTRATION from RE-RUNS 


Stencils in File Wrappers suspended 
by MIM-E-O's patented SPRING 
CLIPS protect the important Button 
Holes — assuring perfect registration 
from re-runs—and eliminates damage 
caused by wrinkling, folding or 
sticking. 


Important serrated edges of OFFSET 
MASTERS are fully protected. Due to 
absence of pressure and scientific 
ventilation, Masters remain free from 
corrosion or damage from scratching. 


SPECIFICATIONS 


Heavy gauge steel 
construction. 

@ Locking arm prevents lid from 
falling. 

@ Swivel-type ball bearing 
casters. 


DIMENSIONS OF 
ROLLAWAY MODEL 
Height 24/2”—/Width 12”—Depth 25”. 
a Finished in Hammerloid Gray Baked 
ae” i ae Enamel. Filing capacity: 500 Stencils 
Each HANGER equipped | with or 400 Offset Masters. 


4) i 
il ait Chips vil Mec; «For complete information, call 


Masters. Angle indexes provide our A. B. Dick Mimeograph 
a visible index. epresentative. 


MIM-E-O STENCIL FILES COMPANY 


Manufacturer 
2819 BELMONT AVE., CHICAGO 18, ILLINOIS, U.S.A. 





Rolaway 
Model 
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...a new 
answer to an 
old problem in 
addressing 


Would you like to address from 
an ordinary card or a punch 
card as a master? 


Would you like to save up to 
$52 per thousand in the prepa- 
ration of masters? 


Would you like to prepare 
masters from a typewriter? 


Would you like to file 8,000 
masters in a drawer? 


Would you like to economically 
address large lists where you 
only have three mailings? 


If your answer to any of these 
questions is Yes, you should know 
about Scriptomatic, the new ad- 
dressing machine. 

Using the spirit-duplicator prin- 
ciple of transfer, you are able to 
establish a one-list, one-master file 
on punch cards and open up your 
whole list to modern punch-card 
accounting procedures. Theaddress- 
ing speed is 6,000 per hour. Cards 
are effective for 250 reproductions. 


Principal applications are: 
Mail Order Houses - Publishers 


Direct Mail Advertising - Government Services 











THE NEW ADDRESSING MACHINE 





BUSINESS SYSTEMS, INC. - 310-16 N. 11th STREET - PHILADELPHIA 7, PA. 
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label or tag being addressed. This ma- 
chine requires the use of continuous 
labels or tags perforated in gangs. An 
impression is made with each turn of 
the handle and the labels or tags pro- 
gress automatically for the next im- 
pression. 

This machine is used for repetitive 
addressing requiring a quantity of 
labels or tags of the same name. It can 
also be used for duplicating a quan- 
tity of packaging labels. Labels may 
be on gummed-back paper. 

(C) Relief Type. The tag address- 
ing machine will print blank tags in 
continuous strips with your business 
eard at the same time it prints the 
name and address of the consignee. 
Its application is for the preparation 
of a quantity of addressed tags for the 
same addressee. The gothic style type 
located on a series of wheels, on a shaft, 
are set up by levers on the front of 
the machine. After the type is set up, 
the dial counter is set to the number 
of tags wanted and the erank is turned 
to imprint the tags. The turning of 
the crank carries the tag beneath the 
wheels, inks the type and makes the 
impression. The machine comes to a stop 
when the proper number of tags has 
been printed and it will cut off the 
last tag. The machine will print four 
lines in the address in the body of the 
tag as well as the business card (printed 
from a plate) on the top of the tag. 

3. ADDRESSING AND IMPRINT- 
ING MACHINES. Addressing machines 
were originated to address envelopes, 
post cards, shipping labels or tags and 
other mailing pieces, but their develop. 
ment expanded into the field of imprint- 
ing a variety of office and shop forms, 
such as pay checks, pay envelopes, 
payroll register, dividend checks, pro- 
duction orders, production schedules, 
routing tickets, requisitions, cost ree- 
ords, time tickets, coupons, vouchers, 
route sheets, premium notices, utility 
bills, and tax bills. They can be used 
for inserting the headings on ledgers, 
statements, time cards, job cards, and 
inventory records. 
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Manually and electrically operated 
machines are available in a variety of 
sizes and models for basic jobs, 
and built-in features and attachments 
broaden the scope for specific jobs. 
These features are automatic selection 
of signaled frames, automatic feed, cut- 
off device to delete any unwanted data 
that appears on the plate, automatic 
listing on sheets or continuous rolls, 
shuttle device which permits imprinting 
two or three lines on a plate in a 
single horizontal line, dater, consecu- 
tive and repeat numbering, counter, 
repeat device to make duplicates, and 
signature device. 

Automatic form printing machines 
can be had for combining three major 
operations: printing of the form, both 
front and back; fill-in of variable data; 
inserting name and address. These ma- 
chines convert a roll of blank paper into 
stacks of completed forms. In addition 
to the above, they punch holes for 
binding, perforate or score, date, num- 
ber, count and stack the forms. This 
equipment is primarily used by publie 
service corporations for service bills, 
insurance. companies for premium no- 
tices, and governmental divisions for 
tax bills. 

Various machines are available for 
publishers. One type prints addresses 
on the wrapping label in one operation. 
Another machine imprints the address 
on the margin of a magazine or quarter- 
fold newspaper. Another automatically 
addresses, folds, and places a sealed 
wrapper band around newspapers, and 
the wrapped papers are delivered to 
mail sacks at the side of the machine. 

There are three mediums used for re- 
production and imprinting on addressing 
machines: (a) fiber stencil cards; (b) 
embossed metal plates; (¢) spirit hecto- 
graph ecard masters. 

A, Fiber Stencil Cards. Stencils of a 
colored tissue, mounted in a cardboard 
frame, are stencilized by standard type- 
writer, electric steneiltyper or hand 
stylus. Frames are available in eight 
eolors for indexing or classifying. Holes 
ean be punched or notches die cut in 
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Cc. & %. Corporation of New York 
told Elliott that 


no other machine 
Elliott address could do it 


cards file like 
index cards 


A FEW OTHER ELLIOTT C. I. T.’s installment 


coupon requirements 


$45 ) MODELS run into millions annu- 
ally. This machine takes 
guaas ’ a blank roll of paper, 


large enough to make 
$173 32,000 individual cou- 
pons, and in one con- 
tinuousoperation prints, 
perforates, numbers and 
cuts off the exact num- 
ber of finished coupons 
required for a given book 
and delivers them ready 
to staple into a cover. 
Data that is different in ~ 
each book is printed by ~" 
Elliott address cards 
stenciled on ordinary 
































Have you an “‘impossible”’ 
pa $9700 addressing problem? 
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ADDRESSING 
MACHINE CO. 


199-A Albany Street, Cambridge 39, Massachusetts 
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the top and bottom of the frame for 
automatic selection. Characters stencil- 
ized into the tissue are legible and in- 
dexing is unnecessary. Large frames are 
available for a posting record. 

These stencil ecards are filed in 
drawers in some indexing order and a 
complete drawer can be loaded into the 
magazine of the addressing machine. 
The stencil cards are automatically 
brought to printing position, one at a 
time, and the flat rubber printing pad 
contacts the stencil and forces the ink 
through the cut stencil to imprint the 
image. 

The flat rubber printing pad can be 
cut out to contact and print only those 
sections of the address card that re- 
quires imprinting, thereby eliminating 
the remaining area. Machines are also 
available with double addressing heads 
arranged side by side to imprint from 
both address cards simultaneously. 
Cut-out pads can be used in each head 
to transcribe specific data from both 
address cards. 

Special frames are available for tabu- 
lating statistics simultaneously with ad- 
dressing. This frame has an area which 
allows for a maximum of 105 holes, 
electrically punched to indicate specific 
data according to a developed code. As 
the stencil frames pass through the 
machine, the name and address are im- 
printed and the statistics portrayed by 
the prepunched holes in the frame are 
tabulated in individual counters for each 
code. 

There are machines that print and 
address post cards. Stencils (post card 
size) can be cut by typewriter or hand 
stylus for reproducing the advertising 
illustration and message on one side of 
the post card, and regular fiber sten- 
cil ecards are used for imprinting the 
name and address on the reverse side. 

B. Embossed Metal Plates. Metal 
plates of various sizes are embossed on 
an embossing machine (types of vari- 
ous style and sizes) and the plates are 
inserted into metal frames. Index cards 
or posting record cards are also 
inserted in the frame. Various types of 
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single, double and multiple tabs can be 
positioned at the top of the frames 
for classification and automatic selection 
control. 

The plate frames are filed in drawers 
in some indexing order and a complete 
drawer can be loaded into the mag- 
azine of the addressing machine. The 
frames are automaticaily brought to 
printing position, one at a time, the 
platen mounted on the operating arm 
of the machine is brought down against 
the envelope or other matter to be im- 
printed, and the image is reproduced 
through an inked ribbon of any color. 
The impression is made by pressure; 
therefore, several carbon copies can be 
made at the same time the original is 
reproduced. 

There are five styles of metal plates 
and frames for combining the filing and 
writing medium: (1) One-piece plate 
(plate and frame is one piece of metai 
used with or without index ecard); 
(2) ecard index plate (single plate in 
frame with index ecard); (3) sectional 
sard index plate (several plates of vari- 
ous sizes and shapes are interlocked in 
one frame with index eard); (4) record 
ecard plate (large frame with extra 
large index and record card with either 
a single plate or multiple plates in one 
frame); (5) eardoplate (a thin em- 
bossed metal plate which can be at- 
tached to ledger cards and other busi- 
ness forms, combining writing and im- 
printing medium. The record form with 
plate attached is placed in the address- 
ing machine to transeribe information 
from the plate). 

It is customary to emboss all pertin- 
ent information on the plate. When 
only a part of the data is required, a 
selective writing cut-off device is used 
to imprint only the portion wanted. 
The cut-off device is a machined platen 
having part of the rubber face removed 
to coincide with the plate area to elim- 
inate printing any given area. The 
platen is supplemented by a metal plate 
guard which is placed over the ribbou 
to mask out the same area. 


The machine which embosses_ the 
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k's easy to pour profits down the drain 
if record-keeping costs are higher than 
they should be! Many concerns use 8, 
9, 10 or more copies of business forms 
for various departments. With ordinary 
forms it takes TWO GIRLS and TWO 
MACHINES to accomplish what ONE 
GIRL can do easier, quicker, better— 
at less cost—with American LITHO- 
STRIP continuous forms! 


THE OLD WAY...and the NEW! 


The old, laborious way requires 9 steps 
to handle one set of record-keeping 
forms... collating, interleaving carbon, 
jogging sheets, inserting, aligning, turn- 
ing roller, typing, removing forms and 
deleaving carbon. With Amerié¢an 
LITHOSTRIP continuous forms, as 
shown below, it’s 1-2-3 . . . type, tear 
off, zip out the carbons! 


a) 


AMERICAN LITHOFOLD CORP 


500 Bittner Street «+ St. Louis 15, Missouri 


Gentlemen: Please send me a copy of your FREE folder that reveals 
how to get better results—in less time and at lower cost--through 


If you use Invoices, Purchase and 
Shipping Orders, Voucher Checks, 
Cardatype, Teletype or Tabulating 


up-to-date business methods. 


COMPANY NAME 


Forms, Sales and Manufacturing 
Orders ... SEND FOR A FREE COPY 


ADDRESS.. 


of our latest folder that tells how 
to cut forms handling costs 33% 
or more! 


CITY 


ZONE........ STATE 


SIGNATURE. . 








A-+ rPEO4CDyD 
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2S ie ll 


NEW, LARGER, JOGGER! 


New Model A-7 Jogger has a ONLY 
deck size of 15 x 12 in. and power $4995 


to jog more than a ream of paper 
at a time. Extremely flexible and 

durable. Pays for itself quickly in mail, duplicat- 
ing ard file rooms; in printeries and binderies 
etc. Automatic switch is adjustable for from few 


Sheets to a full ream. 
capacity—Deck 12 x 10— 


ls ee on 


MODEL A-5—! 
$18.95, eee 


MOCEL A-10—Rheostat-controll i i 
Sek See 30 oo 69.95." action, foot switch. 


Cle, 

Daten. 

~ 

° <, 
a ¢ 
= 


MAGIC CIRCLE MANUFACTURING COR? 
Ve, 


a 
cc = 6136 E. Admiral Place 
Tulse 8, Oklahoma 





Guaranteed 
Quality In 


STENCIL 


AND 


SPIRIT 
SUPPLIES 


Always 
Pays! 


CUSTOMERS LIKE MIMEO PRODUCTS be- 
one ee and Value are what count! 
ou can depend upon the highest quality i 
all MIMEO products, nenaly monde in 
an extensive line. Compare MIMEO products 

with any others and you'll agree. 

Stencil duplicators available, and an at- 
tractively packaged line of supplies for both 
stencil and spirit machines. Let us solve your 
duplicating needs. Write now for full particu- 


lars to: 
MIMEO MFG. CO. 
401 Broadway, New York 13, N. Y. 


metal plate can be operated automat- 
ically from a punched paper tape which 
is prepared on an automatic typewriter. 
Productivity of embossing plates can be 
mereased considerably by feeding these 
prepared tapes through this machine. 

Sensing plate and punched hole ac- 
counting equipment operates in con- 
junction with an addressing machine to 
reproduce names and descriptive data, 
and also distribute and add figure infor- 
mation simultaneously from the sensed 
plates as they move through the address- 
ing machine. The sensing matrix con- 
sists of either a punched ecard or punch- 
ed plate placed in a frame which pro- 
vides for a maximum of 27 digits of 
coded figures for columnar distribution 
into totalizing registers. 

A reproducing punch is also available 
for sensing the holes punched in the 
addressing plate interpreting the punch- 
ing into tabulating ecards and simul- 
taneously imprinting all or any part of 
the data embossed on the plate. 

C. Spirit Hectograph Card Masters. 
The Scriptomatic addressing machine is 
a new development which uses a card 
or paper master for addressing or im- 
printing other data. It is primarily 
used for imprinting large lists requir- 
ing a change for each consecutive copy. 

The master can be prepared by ball- 
point pen or standard typewriter when 
lightweight cards or paper are used by 
electric typewriter for heavier weight 
eards. Standard machine handles a 
314,” x 73g” master (tabulating card 
size). A hectograph carbon sheet is 
placed underneath the master (coated 
side up) so that the writing or typing 
written on the face also makes the ear- 
bon impression in reverse on the back. 
|The hectograph carbon image on the 
back is the means for the chemica! 
transfer. It can be used to imprint 250 
times or more depending upon the copy 
stock used. 

The card masters are fed automati- 





cally in the machine from a hopper 
ithat is filled directly from the file 
'drawers. Masters are held by grippers 
| that come into rolling contact with the 
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She Collates Duplicated Material 


at the 
SPEED of 

3,500 
SHEETS 
An Hour 
4 


ms F% 7 AV in. vi An Ee * " 
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With the EVANS GATHERING RACK 


Assemblies of all kinds and sizes can be gathered faster and 
cheaper with the Evans GATHERING RACK. Operator sits 8 MODELS 
or stands; without fatigue gathers 3,500 sheets an hour. Each to choose from 
section holds 500 sheets at inclined angle. All aluminum, racks Priced 
collapse for setting aside. $11.00 to $25.00 
MODEL SHOWN: 18-Section TU Model 


See Your Dealer or Write: EVANS SPECIALTY CO., INC., 407 N. Munford St., Richmond 20, Va. 
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Kores Carbon Paper & Ribbons Mfg. Corp. 
*100% PURE SILK Offices and Factory: 43 Bleecker St., New York 12, N. Y. 
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copy (paper or card stock) which is 
held on a revolving cylinder. An aleco- 
hol moistening device rolls against the 
copy stock to prepare it for the chemi- 
cal transfer when in contact with the 
master. Masters and printed copies are 
ejected automatically, stacked in their 
original order. 

This machine does not have the spe- 
cial built-in features and attachments 
deseribed for the other two processes 
but utilizes other means for selection. 
The matter being on card stock provides 
all the advantages of vertical cards 
which include flexibility, compactness 
and the utilization of standard filing 
equipment. Punched-edge cards or 
tabulating cards can be used for mul- 


UNCHED CARD tabulating equip- 
ment is usually not considered in 
the reproduction field; however, cer- 
tain machines are applicable and can be 
substituted to solve some duplicating 
problems. The basic operating unit is 
the tabulating card. Original data ap- 
pearing on another document, or ap- 
pearing directly on the tabulating ecard, 
is transcribed to the card in the form of 
punched holes which actuate the various 
machines for sorting, calculating, print- 
ing, and other miscellaneous operations. 
The cards may be punched by several 
means; (1) ecard punching machine hav- 
ing a keyboard similar to that of a type- 
writer; (2) spot hand punch; (3) mark 
sensed manually (pencil marks are 
sensed electronically and punched auto- 
matically); (4) reproducing punch; 
(5) summary punch; (6) multiplying 
punch; (7) as a by product from a 
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tiple mechanical selection. The advan- 
tage of the mechanical methods is the 
speed and aceuracy of pulling the 
names wanted and replacing the cards 
in their original filing order. These low- 
cost masters are a combination address- 
ing plate and tabulating card which ean 
be used in accounting procedures. 

This process can be used for variable 
imprinting of post cards, envelopes, 
broadsides, mailing tapes, magaziiie 
wrappers and a variety of business 
forms. It will handle any copy size 
from 2%” x 43%” to 1114” x 15” or 
the length may be doubled by feed- 
ing the copy folded. Imprint may be 
placed practically at any location upon 
the copy stock. 


XIII: 
Tabulating Machines 


bookkeeping machine operation using 
an automatic punch electrically synchro- 
nized with a bookkeeping machine; (8) 
perforated paper tapes may be pre- 
pared on a control tape punch, and the 
punched cards reproduced from the tape 
in a controlled card punch. The eard 
once punched and verified is a perman- 
ent, unalterable record of one trans- 
action or one item of information. 

The card sorting machine automatic- 
ally arranges the punched cards into 
numerical or alphabetical sequence. 
After preparing the reports or records, 
cards can be resorted into any filing 
order. 

After the ecards have been punched 
and sorted, they are ready for the third 
step which is the automatic prepara- 
tion of printed reports. This is ac- 
complished by the printing tabulator 
which reads the holes in the ecards and 
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for offices 


General Electric Water Coolers, with 
their handsome styling, cool-green 
finish and gleaming top, blend with 
modern office furniture. 


for factories 


G-E Water Coolers are ruggedly con- 
structed to operate economically 
even under the most difficult condi- 
tions, They’re built from the ground 


! up for long life, economy in opera- 
WATER AT WORK...can save you money! Cool, tion, and complete dependability. 
convenient, sanitary drinking water makes ASK 
your payroll dollar worth more by improving your local G-E Dealer for advice 


i 
. : t 1 ire- 
employee efficiency and morale...increases fii "lock for his nome in the 7) 


sales by building customer goodwill. ee 


+> FREE! 24-PAGE BOOK! < 


General Electric Company, Sec. OF-8, Air Conditioning Department °* Bloomfield, New Jersey 
Please send without obligation to me the fully illustrated book, “Water at Work.” 
NAME ........ 
COMPANY 
ADDRESS. ‘ erquacigihiteiep binds veetnecageatecit 
CITY ; cesereesseneee LONE STATE.. 


: You can put your confidence in— 


GENERAL @@ ELECTRIC 


eeeeeeeeeeeoeeeee@ 
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in office and factory record-keeping activity. 


& 
TAILOR-MADE . . . to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 

Fold-over Statement Forms. 


e 
Exclusive, but Not Expensive! 
Expert Staff . . . Complete Facilities . . 


Prompt Service . . . . Reasonable Prices! 


Make your next office form a S: Ds easy 


SOLD THROUGH DEALERS ae 
For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


DEPT. 0, GAVRIN PRESS BLDG 
New Rochelle +« New York 





reproduces the complete report. The 
functions of this machine are: (1) list- 
ing (to print the information in list 
form for each card as it passes through 
the machine); (2) tabulating (to ac- 
cumulate calculations from a group of 
cards containing the same information 
and then print summary totals); (3) 
non-listing (to accumulate a total for 
the entire run of cards and print only 
the total). Reports may be reproduced 
on large sheets, continuous form, large 
unit sets, or on continuous perforated 
form sets with or without carbon copies. 

Heetograph masters and direct image 
offset plates can also be made on a 
tabulating accounting machine to pro- 
vide a medium for reproducing addi- 
tional copies of list or reports by du- 
plicating method. Such masters or 
plates may be blank or printed forms 
of a continuous sheet. They may be a 
single copy or a part in a multiple set 
of continuous forms. Translucent paper 
(blank or printed, cut sheet or continu- 
ous form) can also be used for the 
means of preparing a list or report on 
a tabulating accounting machine to pro- 
vide a master for reproducing copies 
by any contact print process. 

A bill feed can be installed on the 
alphabetical accounting machine _ to 
automatically feed, position, and eject 
the individual documents being pre- 
pared. The documents being printed 
may include cut paper forms, folded 
forms, blank tabulating cards, card 
checks, or envelopes. 

The card interpreter is another ma- 
chine which prints. This machine auto- 
matically prints descriptive words or 
names and numerals directly upon the 
punched card record, thus translating 
the holes in the card into printed in- 
formation which can be read easily. 

There is also an end printing repro- 
ducing punch which prints numbers on 
the face of the card, across the left 
end, as many as 8 digits punched in 
that card (interpreting), or as many 
as 8 digits punched in another card 
(transeribing). 
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IGNING MACHINES which in- 

crease control, insure against fraudu- 

‘ent duplication and save executives’ 
time are considered safer and more pro- 
ductive than manual signing of checks. 
‘There are three different types of ma- 
chines applicable for signature work, 
the first two being of the imprinting 
type, one for signing individual checks 
and the seeond for signing continuous 
checks; the third is an actual pen and 
ink automatically written signature. 

1. MACHINE FOR SIGNING IN- 
DIVIDUAL CHECKS. The two ma- 
chines available for signing individually 
cut cheeks (with or without stub) afford 
the same protection, but one is operated 
manually, the other electrically. Both 
use two copper etched plates to assure 
distinet impressions. One plate prints 
the signature or signatures in a solid 
color, the other imprints the background 
design over the signature through a 
multi-colored ribbon. The design and 
the colors combined present safeguard 
against forgery. These machines also 
have two locks and two keys to prevent 
unauthorized use. An inaccessible non- 
resettable meter records every check 
signed. The electrically operated ma- 


IRVIN 
known 
office manager of 


A. HERRMANN, 
as an authority on 
Servel, 














«hine can be connected with a check 
protector to perform check protection 
and signing in one operation. 

2. MACHINE FOR SIGNING CON- 
TINUOUS CHECKS or other size con- 
tinuous documents. Forms can be 
signed, dated, numbered, and imprinted 
with other matter along with the trim- 
ming of margins, detaching the single 
form from the continuous strip and 
stacking them in consecutive order all 
in one operation. Printing plates can 
be changed for various imprinting jobs. 

3. PEN AND INK AUTOMATI- 
CALLY WRITTEN SIGNATURE. A 
machine of this type reproduces an 
actual signature in pen and ink. A 
plastic cam-type of recording is made 
and from this cam, a fountain pen is 
energized by a system of linkage arms. 
The pen writes the signature repeatedly, 
as many times as desired, all signatures 
being essentially identical. Checks, let- 
ters, documents and any other paper re- 
quiring a personalized pen and ink 
signature may be so signed. Papers 
are hand fed and an average of about 
3000 can be signed in an 8-hour day, 
by unskilled help. The cam can be re- 
placed by another in about 2 minutes. 


of the 
modern office 
Inc., for more 


author foregoing article, is well 
operation. He has been 
than 15 years and was 


formerly a systems specialist and branch manager with Remington 
Rand, Inc. He was chairman of the organization committee and 
first president of the Evansville, Ind., chapter of National Office 
Management Assn. and received the Leffingwell Key in 1949. Mr. 
Herrmann has presented many papers before national management 
organizations and has written many articles on office procedures. 
He was chairman of NOMA’s work simplification committee which 
was responsible for publication of Manual of Practical Office Short 
Cuts (McGraw-Hill) in 1947 and his recent book, Office Methods, 
Systems and Procedures (Ronald Press) has received wide acclaim. 
The article on these pages has been revised and expanded by the 
author since its appearance in the April 1946 issue of THE OFFICE. 
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POSTING TRAY 


Weber Bros. Metal Works, 128 N. Jef- 
ferson St., Chicago 6, Ill., make the W-B 
Posting Tray which expands from 744” 
to 9146” wide. Made of non-corrosive 
aluminum and stainless steel, the tray 
weighs only 4% Ibs. and will hold up to 
2000 Sub. 32 sheets with 25 guides. Its 


2-position arm shifts at a touch and even 
compression of front and back plates 
keeps records in perfect condition. There 
are no side or front plates which might 
collect dust in the tray. The wire- 
brushed aluminum base prevents ledger 
ecards from sliding. Tray measures 1514” 
long, 8” wide when not expanded, and 9” 
high. Immediate delivery. Illustrated 
literature and prices from above address. 


WATER COOLERS 
General Eleertie Co., Section OF-8, Air 
Conditioning Dept., Bloomfield, N. J., 
offers a free booklet, ‘‘ Water at Work,’’ 
which describes drinking water require- 
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ments of employees and shows how dif- 
ferent types of water coolers meet these 
requirements and promote employee ef- 
ficienev, morale and production. 


TYPEWRITER 

L. C. Smith & Corona Typewriters, 
Inc., Syracuse 1, N. Y., makes the Smith- 
Corona Series 6 Office Typewriter with 
the Paper Gage which indicates exactly 
how near the typist is to the bottom of 
the page. The device consists of two 
graduated rings attached to the type- 
writer platen. The typist simply ad- 
justs the movable rings to the size 
paper she is using and the gauge does 


the rest, 


When typist is 244” from bot- 
tom of the page, a red signal appears 


on the outer seale. To within %” of 
the paper’s end, the graduated scale tells 
the typist the exact amount of paper 
left. The scales are graduated for paper 
lengths 7” to 14” but the device may be 
adjusted for shorter or longer sheets if 
necessary. A super-support segment in- 
creases typebar accuracy. The deepened 
segment gives increasing support to the 
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typebar as it swings up to the printing 
surface. An enlarged platen provides 
more grip surface and minimizes the 
chance of paper slippage. The platen, 
10% larger than the generally accepted 
standard, requires less curvature of type 
faces for sharper impressions. Besides 
the non-glare green of the keyboard and 
the soft gray of the typewriter body, 
other features lessen eyestrain for the 
user. The line of typing is at a natural 
reading angle. On the basis of a study 
of natural typing positions, the printing 
surface is slanted 121% degrees from the 
vertical, giving maximum legibility. An- 
other innovation is Smith-Corona’s mag- 
nifying scale-scope, located on the ear- 
riage directly below the printing sur- 
face. The magnified graduations on the 
sarriage scale are now clearly visible to 
the typist. The automatic margin set is 
carried on the new model. Both margins 
may be set with one hand in one move- 
ment using the device. The machine is 
built on an all-steel frame. Universal 
bars have steel cores fused with Nylon 
plastic—self-lubricating, shock-absorbent, 
impervious to oil and more durable than 
steel. An _ Electrofilm dry lubricant 
finish is being used on the super-support 
segment. This finish, which is also ex- 
tremely durable, will assure long life 
and ease of operation of the machine. 


DOUBLE ERASING SHIELD 
Allen & Co., Dept. 7, 11-15 Vandewater 
St., New York 38, offer the Allen- 
Quik Twin Erasing Shield which consists 


Farin ERASING MELD 
0 cS 00 


of two plastic shields connected to flexi- 
ble, adjustable arms. One shield has eras- 


ing apertures while the other is solid. 
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The solid backing shield protects carbon 
copies while the erasing is done through 
the aperture in the front shield. The 
backing shield can be also used alone 
when no aperture shield is needed over 
the original. This double erasing shield 
sells for 59¢. It may be had together 
with 15 sheets of Allen curl-resistant In- 
dicator typewriter carbon paper (8%” x 
11” or 8%” x 13”) with special processed 
back, worth 60c, for $1—for both the 
earbon paper and the Twin Erasing 
Shield. 


OFFSET TYPEWRITER RIBBON 


Replica Products Corp., 154 Nassau 
St., New York 38, N. Y., announces the 
Replimat All-Purpose Record - Offset 
Typewriter Ribbon, made with a non- 
grease base for preparing offset plates 
as well as ordinary typing. The ribbon 
need not be changed when the typist 
switches from reproduction work to regu- 


lar typing. It will not dry out in the 
machine or on the shelf and is guaran- 
teed for a minimum of two years under 
normal storage conditions. The absence 
of grease also reduces the tendency of 
type filling up and assures offset plates 
which reproduce perfectly. Trial Repli- 
mat Offset Ribbons for standard type- 
writers are $1.25 postpaid; $1.50 for 
IBM typewriters. Further data from 
above address. 


MULTIGRAPH TYPE 
Multigraphers Composing Co., 638 &. 
Federal St., Chicago 5, Ill., offer a com- 


plete selection of printer’s type for Mul- 
tigraph duplicators. Type is available 
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in a variety of popular, modern faces 
in sizes from 6 to 24 pt. A catalog show- 
ing the characters in a font and prices 
can be had from above address. 


REMOTE CONTROL DICTATION 

Thomas A. Edison, Ine., 59 Lakeside 
Ave., West Orange, N.J., 
page, 2-eolor booklet which describes the 


offers a 12- 


Televoice system for remote control dic- 
tation. Entitled ‘‘ a line on Tele- 
voiece,’’ the booklet describes the entire 
system which consists of one to 20 tele- 
phone-like dictating stations wired to a 
central recording instrument, the Edison 
TeleVoicewriter. The 
brings the cost per dictator served to an 
average one-third of the cost of in- 
dividual dictating machines. By sharing 
Televoice stations, dictators can even use 
instrument dictation 
tenth the cost of an individual machine. 
Other features of 
proved success in 


Televoice system 


for as low as one- 


Televoice are its 
actual use over the 
past six years, its simplicity, its fool 
proof operation and the increased speed 
of correspondence it makes possible. 


CARBON RIBBON ATTACHMENT 

Wm. R. Butler, Box 29, Forest Park, 
Ill., makes the Butler Carbon Ribbon At- 
tachment for all office typewriters. This 


allows the use of carbon paper ribbons 
for typing copy to be used for photo- 


offset duplicating or line engravings. 
Any length or grade of carbon paper rib- 
bons can be used to produce perfect text 
for reproduction 


purposes. Ribbon is 


fed through the typewriter without over- 
lapping (no two impressions are made 
in the same ribbon area) so that every 
letter is uniform in form and weight. 
The Butler Carbon Ribbon Attachment 
sells for $35, may be had on free trial. 
Literature available from above address. 


TRIMMING BOARD 
Duplicator Corp., 50 MeLean Ave., 
Yonkers 5, N. Y., announce the Gestet- 
ner Office Trimmer which has a clamp 
gate that operates in the manner of a 
large guillotine cutter. The gate auto- 
matically clamps down on the paper as 


the cutting knife is brought down. This 
prevents sheets fanning out during 
usually happens with ordi- 
nary trimming boards. A strong steel 
strap spring keeps the cutting edge of 
the knife tightly against the cutting 
surface to insure a clean, smooth cut. 
Ruggedly built entirely of steel, the 
Gestetner Office Trimmer retails at 


cutting as 





SHORTEST 
DISTANCE( 


between 


MANY points! 


Today Business and Industry are 
faced with the necessity of supply- 
ing more production, faster, more 
efficient service—in spite of man- 
power and material shortages! .. . 
It means that every department— 
every executive—must operate at 
peak efficiency. 


SAVE MANPOWER 
SELECT-O-PHONE helps companies 
to get the most service out of every 
man employed. Yet SELECT-O- 


PHONE requires. no operating per- 
sonnel—it is automatic! It saves 
time, saves steps, saves errors! 


SPEED PRODUCTION 
SELECT-O-PHONE has definitely 
proved its worth in cutting costs 
and increasing production for thou- 
sands of users from coast to coast! 
It saves time, saves steps, 
saves errors! 


EXPEDITE ORDERS 
SELECT-O-PHONE helps in- 


SELECT-O-PHONE Division, Dept. 10-D 
KELLOGG SWITCHBOARD AND SUPPLY CO. 
6650 S. Cicero Ave., Chicago, Illinois. 


TAKE THE LOAD OFF OF 


YOUR SWITCHBOARD 
SELECT-O-PHONE is independent 
of your city telephone system—has 
no connection with your switch- 
board. It permits you to talk pri- 
vately—and instantly—to from one 
to fifty-five stations, either indi- 
vidually or collectively. It turns 
ideas into action! ... GET THE 
FACTS! SEND THE COUPON BE- 
LOW TODAY FOR INFORMATION 
THAT WILL OPEN YOUR EYES. 


KELLOGG 
Seleat: O-Phone, 


THE /S1OE VOICE OF BUSINESS 


crease material flow—helps 
get materials distributed, 
helps get finished products 
shipped after they have been 
made. It saves time, saves 
steps, saves errors! 


Please send me in formation as to how SELECT- 
O-PHONE will save time, save steps, save errors! 


Name 





Firm 





Street 





ee ee 


eee we ee wee ew oe oe ol 


____Lone___State_ 


gO Sp 0 ott yah Se aE Se Se Se Se ae a | 
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$37.50, has two seales (inches and centi- 
meters), is finished in black and cuts 
papers up to 14.” 


WINDOW ACCOUNTING MACHINE 


Burroughs Adding Machine Co., De- 
troit 32, Mich., makes the window ac- 
countant model of Burrough Sensimatic 
Accounting Machine designed to handle 
window accounting transactions. This 
machine embodies all the advantages of 
the Sensimatie control principle. New 
standards of automatic operation are 
achieved through a system of pre-set con- 
trols contained in ‘‘sensing units.’’ Six 
new features make the machine particu- 
larly adaptable for use in banks, savings 
and loan institutions, credit unions, re- 
tail credit departments, and other places 
of business where accounting trans- 
actions are handled at a customer win- 


locked control key cover provides pro- 
tection against unauthorized adjustments 
or changes in the totals accumulated. 
Keyboard changes have been made to in- 
dow. Among these is a teller lock sure further protection, and newly styled 
which permits individual operator con- plastic guides make the insertion and 
trol and responsibility for all trans- removal of passbooks easier. A high 
actions on the machine. In addition, a stand has been designed for the ma- 


Methods Experts Use DUPLI-TYPER 
|. For CONTINUOUS FORM WORK 


Increases Production 
Reduces Costs 

Adaptable to all Machines 
Makes INKED Copies 
Eliminates Carbon Paper 
Low Cost 








1 Original 
and 

4 Duplicates B® 
with : Thousands In Use 


INKED ; 
RIBBONS For Many Years 


2. For BOOKKEEPING MACHINES 


CYCLE BILLING, JOURNALS, 
LEDGER & STATEMENTS, etc. 


@ Makes INKED Non-Smudging copies 
@ COMPLETE VISIBILITY of entries 
®@ Eliminates Carbon Collation 

@ Eliminates Carbon Jackets 


DUPLI-TYPER COMPANY, 456 Fourth Ave., New York 16, N. Y. 




















THe Orrice—April, 1951 





MORE EFFICIENCY 
for everyone 1h your office 


with low-cost, dependable stapling equipment 


Handy desk stapler fastens up to 
32 sheets of 16-lb. bond ...A plier- 
type stapler that speeds up filing and 
other fastening jobs away from the 
desk... A fast tacker for posting 
notices, tacking on drawing boards 

A speedy staple remover for 
separating stapled papers quickly. 

Remember, too — Bostitch makes 
the world’s finest office staples. It 
pays to standardize on Bostitch. 


your local stationery supplier or 
use coupon. 


BOSTITCH 


AWO FASTER 


fastens it better, with wire 


Trade-Mark “Bostitch” Registered U. S. Patent Office 
and Foreign Countries 


e For complete information, call in 
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BOSTITCH 
A B8R STAPLER 


i 


with attached Staple 


: i i Remover Does Four 
: i 


Different Jobs 


BOSTITCH GIA 
Staple Remover 


For use with other staplers. Powerful 
grip removes staples from thick and thin 
work with ease. Staple is held firmly until 
out. Every desk should have one.. 


BOSTITCH i 
664 Mechanic St, Westerly, R. I. | 


Please see thot | get complete details and quantity | 
prices on Bostitch B-Line Staplers and Staples. 


Cs cd 
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THIN 
PAPERS 


Reduce 
MAILING 
TYPING 
hie 
Costs. 


» Use 


PREC CK 


PHVEerPAPERS 


Air Mail Bond 
Clearcopy Onion Skin 
Fidelity Onion Skin 
Laid Thin Papers 
Prestige Onion Skin 
Superior Manifold 
Thin-Opaque 


SEND FOR SAMPLES 


ESLEECK 


IW Cosehbboconibba belo ml Ores ech elogohig 


Turners Falls, Mass. 


chine, offering greater convenience where 
operation is from a standing position. 
The machine may also be used on the 
counter, or fitted compactly into a coun- 
ter well. A regular stand or posting desk 
may also be used where desired. 


PUNCHLESS BINDER 

Cushman & Denison Mfg. Co., 158 
West 23 St., New York 11, N. Y., makes 
the Punchless Binder which eliminates 
punching holes in papers before binding 
because papers are bound or released 
by merely pushing two compressing 
slides. Simplicity of operation combined 


with compactness and neatness of the 
binding present an ideal cover for in- 
struction manuals, catalogs, sales bulle- 
tins, student papers, ete., where loose 
leaf is desirable. The binder cover, thin 
enough for use as a file folder, is made 
of genuine pressboard in choice of red, 
black or gray. Available in letter or 
legal size with Punehless Clip at top or 


side. 


PRESENSITIZED OFFSET PLATE 

B-G Reproduction Co., 19 South Wells 
St., Chicago 6, Ill, offer samples of their 
presensitized metal offset plate which is 
sturdy and will not stretch or wrinkle 
in processing or on the press. Accurate 
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Before the personnel shortage moves in on you 
... provide the ABC of getting things done 


Added 


Business 


{ 


.. for HUDOGRAPH dictation means 
| Capacity 


with fewer man-hours 
... less effort! 


@ Personnel losses, due to the national 
emergency, need not reduce the output 
of your office force . . . no matter how 
large or small. With the installation of 
AUDOGRAPH equipment, prominent users 
have reported that volume office output 
has been maintained despite personnel 
losses up to 30%. 

Before the man-power shortage threat- 
ens your ability to keep up with the pres- 
sure to produce, send in the coupon today. 


AUDOGRAPH, made by Gray Manufactur- 
ing Company —established 1891 — 
originators of the Telephone Pay Station. 


@ WE REGRET the unavoidable delay in de- 
livery of new AupocrapPHs, but demands have 
exceeded ail precedent. At the same time a large 
part of our raw material has been earmarked for 
defense production, to which many of our skilled 
personnel are already committed. If you are 
awaiting delivery of new AUDOGRAPH equipment, 
we urge patience . . . for AUDOGRAPH is very well 
worth waiting for. 








REG. U, S. PAT. OFF, SOUNOWRITER 


@ AUDOGRAPH sales and service in 180 prin. @ THE GRAY MANUFACTURING COMPANY, Hartford 1, Conn. 
cipal cities of the U.S. See your Classified 

Telephone Directory — under “Dictating @ Send me Booklet 4-R — ‘‘Now We Really Get Things Donel"* 
Machines.” Canada: Northern Electric Com- 

pany, Ltd., sole authorized agents for the 

Dominion. Overseas: Westrex Corporation 

(export affiliate of Western Electric Com- 

pany) in 35 foreign countries. 
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“smoother and 
stronger?” 


CPS 


« 


“Mongols seem smoother and 
stronger to me, that’s why I prefer 
them for report work’’...states 
young Executive Secretary Ruth H. 
Meyers, Evanston, Ohio. 


OLE 
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“Busy as I am, I have no time for 
pencils that break. That’s why I al- 
ways use Mongols” ... asserts Traffic 


Manager Earl L. Smiley, Everett, 
Washington. 


What's their preference after writ- 
ing all day? MONGOL Pencils! For 
smoothness...strength...longer 
wear. If your office isn’t using 
world-famous Mongols yet, specify 
them now! 


.. it’s the 


LIGHT TOUCH LEAD 


that does it! 





by EBERHARD FABER 


TRADE MARKS REG, U. S, PAT. OFF, 
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register work is assured for long runs, 
Minor deletions may made with a 
clean rubber eraser moistened with foun- 
tain solution. The plate made of 
aluminum and ready for use as it 
comes from the package. Its even, sensi- 
tized coating requires only one-third the 
normal exposure used on albumen plates. 
After exposure, the unreacted sensitizer 
is removed by wiping the plate with a 
gum solution which poured on the 
plate and rubbed with a cotton wad. 
The plate is then developed in the con- 
ventional manner. At the present time, 
dealerships are being established. 


be 


is 


is 


is 


TICKLER FILE TABS 

Oxford Filing Supply Co., Clinton 
Road, Garden City, N. Y., makes Penda- 
flex Ticklertabs which are printed Jan.- 
Dec. on one side, and 1-31 on the other, 
and readily attached to any Pendaflex 
hanging folder in addition to the Name 
tab thereon. When attached and used 
with the familiar type of metal signals, 
the Pendaflex user can keep track of due 
dates and at the same time refer to 
field material by name or subject. This 
accessory will appeal to collection men, 
expediters, contractors and all who work 
on a project basis. 


While it is not to use an- 
other folder within a Pendaflex hanging 
folder, it is advantageous to do so when 
two or more groups of papers are to be 
|segregated within each Pendaflex folder, 
|or the papers are to be bound with file 
|fasteners, or a form is to be printed 


necessary 
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Even your 
office boy 
can be a 


calculating 


...and he'll be one in 15 minutes if he 
counts on aFacit! 


The Facit is a calculator of entirely new type, ideal for all kinds of office 
work, Thanks to its easy-to-learn 10-key system, anyone in your 

office can learn to operate it. In addition, it’s so 

small and light — not much bigger 

than a telephone—that you just 

naturally move it around to 

wherever it’s most needed. 


The Facit is fast, 
dependable, economical... 
and needs no trained 
operator. 


N i le 


WORLD CHAMPION IN ITS CLASS 


A BUSINESS PRODUCT OF AKTIEBOLAGET ATVIDABERGS INDUSTRIER 


U.S. SUBSIDIARY: FACIT, INC. 500 FIFTH AVE., NEW YORK 18, N.Y. 
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The New, More Flexible 


@ POSTING TRAY 


WIDTH EXPANDS 


FROM 


1%" to 9¥2" 


Weighs Only 
AY Ibs. 


CAPACITY—WITH 25 GUIDES— 
UP TO 2,000 Sub. 32 SHEETS 


@ Accommodates a greater variety of card 
sizes than ordinary trays. 


@ Non-corrosive aluminum and stainless steel 
construction will last indefinitely—hand- 
some 2-tone appearance. 


2-Position sidearm shifts at a mere touch 
for offsetting cards. 


No side or front plates—dust cannot col- 
lect in tray. 

Wire-brushed aluminum base prevents cards 
sliding. 

Rubber-cushioned, non-marring base. 


Even compression of front and back plates 
keep records in perfect condition. 

Base is 15/2" x 8" with full 11'/," working 
capacity; end plates 9" high. 


+ Write for literature, prices and 


DEALER . Dealer's Discounts. 


IMMEDIATE DELIVERY 


WEBER BROS. METAL WORKS 


128 N. Jefferson St. Chicago 6, Ill. 
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on the face of the folder. Interior folders 
are now offered to meet such needs. They 
are of high quality manila in regular let- 
ter size width, but 4%” lower in height. 
Carried untabbed, they may be tabbed 
to order as desired. Samples and fur- 
ther information on both items are avail- 
able on request. 


COPYHOLDER 


& Kuschel Co., 112 Prospect 
Ohio, announces an 
improvement on their Seleet-A-Line 
Copyholder. This consists of a paper 
bail which prevents folded copy from 
falling forward. Legal documents and 


Adkins 
Ave., Cleveland 15, 


other large sheets are firmly held and 
cannot fall forward even when there is 
a breeze coming from behind the copy- 
holder. The bail is adjustable and it 
will stand straight up the full width of 
the cover, almost 9”. Illustrated litera- 
ture available from above address. 


PRINTING CALCULATORS 


Remington Rand, Ine., 315 Fourth 
Ave., New York 10, N. Y., offer free 
copies of ‘‘Faects About Office Figures’’ 
and ‘‘New Tempo in Figure Production 
with the Printing Calculator,’’ bulletins 
AD 536 and AD 515, which describe 
Remington Rand Printing Calculators 
that multiply directly, divide automati- 
cally, add and subtract, and print the 
proof on the tape. Portable, compact. 
rugged and streamlined in appearance, 
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LARCO 


ih iael del 7 Be 22) 


Business Forms 
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UARCO 


Portable Registers and Forms 


on anual 





for everyone 
concerned! 


Four of them—see at left—for 

four people in your firm, the same day 

a shipment arrives. And made in a single writing 
on a Uarco Portable Register! 


Portable means on-the-spot writing, and this handy 
register goes anywhere your clerk goes on the receiving 


dock. Loaded with Uarco Receiving oo, Forms — 


so that the writing is greatly simplified and speeded up 
Uarco designs these forms to supply full information. 
Each copy is labeled and colored for fast office routing. 


Result: prompt action and notification to all concerned. 
The right people know what has come in... where 
it’s stored ... and they know it right away! 


Uarco designs these Receiving Report Forms to meet 
any special requirements. To break up your 
receiving dock bottleneck ... calla 

Uarco Representative, today. 


Factories: Deep River, Connecticut; Cleveland, Ohio; Chicago, III., 
Oakland, Calif. Sales Representatives in All Principal Cities 


UARCO incocondaged 

Room 1624, 141 W. Jackson Blvd. 

Chicago 4, illinis 

Please send samples of Uarco Receiving Report Register Forms 
(Please Print) 











Conservation for Use... 
Not Sentiment 


Is the Keynote for 


NOMA’s 
32nd 
International Conference 
Annual 
Office Machinery & 
Equipment Exposition 


Commodore Hotel—7l1st Inf. Reg. Armory 


NEW YORK, Nv. Y. 
MAY 20-23,1951 


Other Subjects to be Discussed: 


HUMAN RELATIONS IN THE OFFICE. 
MECHANIZATION IN THE OFFICE. 
JOB DESCRIPTION & EVALUATION. 
WORK SIMPLIFICATION. 


HOW THE OFFICE MANAGER CAN 
IMPROVE HIMSELF. 


@ MAKING THE OFFICE CAREER MORE 
ATTRACTIVE TO YOUTH: 
@ WOMEN IN THE OFFICE. 


All Businessmen, Office Executives and 
Personnel Are Cordially Invited to At- 
tend the Conference and 


“ALL PURPOSE BUSINESS SHOW” 


WHERE ALL THAT’S NEW IN BUSINESS 
MACHINES AND METHODS WILL BE 
ON DISPLAY. 

ee se 


For further information and tickets, write 


National Office Management Assn. 
132 W. Chelten Ave., Philadelphia 44, Pa. 





500 WHITE CARDS ALL “Sy 
HELO SECURELY BUT 

EACH REMOVABLE FOR 
CHANGES 


BOTH SIDES OF CARD 
USABLE 


HIGH QUALITY CARD 
STOCK OE CUT WITH 
ROUND CORNERS 


STURDY INDEX TABS 
PRINTED ON BOTH SIDES 
CHARACTERS CLEARLY VISIBLE 





CARDS CAN BE WRiT- 
TEN ON WITHOUT 
MOVING 


SPINS EASY YET 
STANDS STILL IN ANY 
POSITION 


CARDS FLIP BY AS 
EITHER KNOB IS 
TURNED 


TWO TONE PLASTIC 
SMALL & COMPACT 


SOUD COLORS OR TWO-TONED COMBINATIONS OF SILVER AND BLACK; 
MOTTLED, BROWN AND GREEN. 


Imprintable Counter Circulars Available 


Wi A-n FY PLASTIC INDEX 





Last (all! 
ADVERTISING FORMS FOR 


La Oficina 
CLOSE THIS MONTH 





Don't miss this chance to advance your 
products in the growing Latin American 
DOLLAR market. All the leading import- 
ers, distributors and offices in Latin 
America read La OFICINA and keep 
their copy an entire year. Nowhere else 
can you buy so much for your export 
advertising dollar. Write now for sam- 
ple copy and advertising rate card. 


OFFICE PUBLICATIONS COMPANY 
270 MADISON AVENUE, NEW YORK 16 
Cables: ‘“‘Wilhof, New York’’ ‘Phone: LExington 2-2245 
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Remington Rand Printing Calculators are 
completely electric in operation, with 10- 
key operating ease, for amazingly fast 
operation. Built-in cushions and sound- 
proofing of the operating mechanism re- 
duce office noise to a minimum. Of spe- 
cial interest are the pages describing 
the many applications for which print- 
ing caleulators are used. These include 
computing interest, payrolls, short rate 
cancellations, chain discount, inventory, 
extending orders, mark-up, percentage of 
increase or decrease, in addition to other 
computing functions. 


OFFSET ROLLERS 
Lumirol Corp., 153 East 26th St., New 
York 10, N. Y., makes Lucite ink dis- 
tribution and water repellent rollers for 
Davidson and Multilith offset duplica- 
tors, guaranteed for the lifetime of 


the press. Being made of clear duPont 
Lucite, these rollers are easy to clean 
with one wash-up and no hard rubbing. 
There is no possibility of ink being left 
on the roller to harden. Lumirol ink 
rollers are precision made to permanently 
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with the Sheppard 


Multi-lingual 
AIR MAIL ENVELOPE 


ENVELOPE CO. 


1 Envelope Terrace 
Worcester 4, Mass. 


Write today for Free Progress Folder. Only 
Sheppard has Mint-E-Seal flavor flaps. 








SORT 


WITHOUT 
COSTLY MACHINES! 











78890 A 





ea 





— ——— emer 
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Quick facts from punched cards! Saves you 
up to 65%, sorting out data for production 
control, inventory, sales, payroll, etc. Anyone 
seated at desk, can do the job with E-Z Sort. 
E-Z Sort 


is widely used by organizations in every part 


A simple hand rod is the only tool. 


of the country. Can be readily adapted to 
your needs. Our nearest office will gladly show 
you; or write us for details. 


poi dese tiedeseteee pee eeee 


E-Z SORT | 
SYSTEMS, LTD. 


45 Second Street 
Dept. 41 
San Francisco 5, California 








he 


Sar 














A few valuable territories open 
to qualified Systems Engineers. 





}accurate oversize dimensions for greater 


ink distribution and never lose their tack 
or affinity for ink. They are unaffected 
by climatic changes and practically un- 
breakable; will not scar or pit. The re- 
pellent rollers take felt covers for 
greater wetting action. Llustrated litera- 
ture, prices and information on several 
distribution franchises may be had from 
above address. 


FOLDING MACHINE 

Miller-Trojan Co., 1083 West Main 
St., Troy, Ohio, announce the Model 12 
Paper Folder which will fold all papers 
at rate of 19,000 per hour. It is a 3-pan 
type folder, making 12 different types of 
folds in sheets of from 2%” x 3” up to 
8%” x 15”. Side guards are cast alumi- 
num and feeder, stacker and fold pans 


chrome-plated. The remainder of 
machine has attractive wrinkle gray 
finish. Machine is driven by a 1/10 hp. 
motor, has smooth running spiral gears 
and oilite bearings for the rolls. Feeder 
and stacker are at same end of machine 
to save unnecessary steps. Machine is 
light enough to move about as needed. 
Illustrated literature from above address. 


are 


PHOTOCOPY MACHINES 
Charles Bruning Co., Dept. U-41, 


100 
New York 13, N. Y., offer 
‘*How to Sim- 


Reade St., 
a free 8-page booklet, 
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KATHERINE CLEMENT, Comptometer FRANK RAY, with a meat packer, CLARA HYLAND, with a ge oil 

operator, large rubber company, Chicago, Illinois: ‘““The only answer company, Los Angeles, Califg@rnia: 
ew York City: ““My hands seem the boss wants is the right answer. “The new Comptometer ig sure 

to float over the keyboard of the That’s why I like the new Comp- om on the eyes... and 

new Comptometer!’’ (She’s talking tometer.”” (He means there’s three- nails, too!’’ (Colors were 

about marvelous Floating Touch. It way error control on the new Comp- cally selected to prevent é 

means ease of operation plus speed tometer. He’s warned by sight, feel . . « key-tops specially desi 

and accuracy.) and sound if he makes a faulty finger torm! Note, too, thé giant 

stroke!) answer numerals!) : 





Tuose who know are those who use 
this lightning-fast adding-calculating machine. 
The new Comptometer handles office figure 

. work with maximum speed and accuracy . . . 
with minimum effort and expense. Call your 
nearest Comptometer agent today! He'll be 





~ delighted to give you and your operators a 
demonstration. 


New Electric 
Comptometer 








omptometer 


REG. U. S. PAT. OFF. 


ADDING-CALCULATING MACHINES 


Made only by Felt & Tarrant Manufacturing Co., 
Chicago, and sold exclusively by its Comptometer Division, 1715 North Paulina Street, Chicago 22, Illinois. 


H.W. AYER & SON 








THE BERT M. MORRIS CO. has been 
extremely careful to design all 
their desk equipment for sturdy— 
efficient—time saving usage with- 
out sacrificing smartness. A rich 
appointment to any executive's 
desk, yet the complete setting 
shown—pen set, memo pad, phone 
rest, letter tray, ash tray and book 
ends, retail for little more than 
the cost of one higher priced,— 
comparable fountain pen set. 








BERT M. 


154 


A Gread NAME IN INDUSTRY 


Great DESK-TOP EQUIPMENT 


Exacting business men choose Morris desk equipment for 
quality, efficiency and years of service. Many famous users 
have their seals or emblems imprinted in Gold 


MORRISET — the constant- 
flowing, all-round writing 
implement that holds oa 
full 2%, ounces of ink for 
months of writing without 
refill. Absolutely will not 
flood. Choice of five quick- 
ly replaceable “thread-in” 
points — extra fine, fine, 
medium, brood, stub. 


THERE IS NO SUBSTITUTE 
FOR QUALITY. All Mor- 
ris writing sets are 
equipped with iridium 
tipped points and 
each point is tested 
at factory by actual 
writing. 


MORRIS DESK EQUIPMENT STILL LEADS THE FIELD 


MORRIS FOUNTAIN PENS 
—an efficient and eco- 
nomical pen set with 
“thread-in” point sec- 
tion. A real time and 
money saver in any 
office. 


BOOK ENDS — MORRIS 
BOOK-EZE — at last an 
inexpensive book end 
to match modern of- 
fice furniture. 


ORRIS CO. 


MORRIS MEMO PADS 
available in two types. 
With Jewelers Bronze 
bar that drops as pa- 
per is used or stand 
ard box style. 


8651 WEST THIRD STREET - LOS ANGELES 48, CALIFORNIA 


MORRIS LETTER TRAY 


strong two point sus- 


pension allows access 
from entire front 
and both sides. Tiers 
quickly added, legal 
or letter size 


MORRIS ASH TRAY — A 
real He-Man ash tray. 
Glass lined, perfect 
for desk or confer- 
ence table. 
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plify Your Paper Work,’’ which de- 
scribes how photocopying machines can 
simplify and speed the office work of 
top management, sales, engineering, 
manufacturing, personnel, accounting and 
research departments of a business. Ask 
for Booklet A-1078. 


CALCULATOR 

Fabbrica Addizionatrice Italiana, 8.A., 
Viale Umbria 36, Milan, Italy, makes a 
Numeria full-keyboard calculator for 
both decimal and other monetary sys- 
tems like the English and Indian. Mov- 
ing a lever changes the machine to either 
system, so the same machine will figure 


Seeeegedgsg) 
iiitiytiy } 


dollars and cents; or pounds, shillings, 
pence and farthings; or rupees, annas 
and pies of India. Other Numeria Cal- 
culators of different capacities of key- 
board, quotient and product dials are 
still being manufactured in Milan from 
Swedish steel exclusively. Full informa- 
tion on all models can be had by writing 
the above address. 


OFFICE SIGNS 


Everett Plastics, 626 South 48 St., Lin- 
coln, Neb., makes desk and wall signs of 
handsome, clear Plexiglas or Lucite with 


HIAMES Cc. HORN ) 


engraved letters. Desk signs with self- 
supporting easel ends are $2 postpaid. 
Flat signs for walls, doors, ete., are only 
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Your Business Future 


Depends 
On Good 
Records 


and efficient record keeping. 
PROGRESSIVE FIRMS USE 
AND RELY ON CESCO: 


FOR BINDERS 


To “house” your records efficiently 
and economically, use a Cesco 
binder. Post, Prong, Ring, Chain, 
or Visible Binders come in a wide 
variety of sizes and grades. For the 
best . . . get Cesco binders. 


FOR FORMS & SYSTEMS 


Cesco meets 
the test of ef- 
ficiency and 
economy. For 
ledger sheets, columnar, payroll, or 
other stock form, or even for a 
complete bookkeeping system, 
there’s a Cesco product to help you. 


Depend Upon Cesco 
And You Rely On The Best. 


PARD CO 


.* 
ISLAND CITY nN! 


The C.E.S 














MANUS 


The Only Small Hand-Driven 
Calculator with Automatic Division 


AUTOMAT T 
Fully Automatic Electric Calculator 


The same efficiency as large keyboard 
machines but in small, handy size: 


@ Automatic short-cut multiplication. 
@ Automatic division. 


@ Addition and subtraction with 
automatic clearance. 


@ Minimum mechanical service. 
@ Easy to sell. 





DEALERS WANTED 
WHERE NOT YET REPRESENTED 


ANN 
CALCULATING MACHINE CO. 


2118 Land Title Building 
Philadelphia 10, Pa. 

















$1.75. Both types of signs have %”-high 
lettering. This firm also makes plastic 
signs for all purposes and full informa- 
tion can be had from the above address. 


INK PENCIL 


Fisher Pen Co., 757 Waveland Ave., 
Chicago 13, Ill., makes a low-priced, pen- 
cil-styled ball point pen, the Ink-Pen-cil, 
which combines all quality features of 
the ball point pen, fountain pen and 
ordinary lead pencil and uses purple blue 


ink approved for checks and documents. 
Ink-Pen-cil is the same size as an ordi- 
nary hexagon-shaped lead pencil with 
perfect writing balance for permanent, 
legible writing. It always stays sharp, 
retails for 25c, lasts longer than 6 ft. 
of lead pencils and eliminates pencil 
sharpening. 


LETTER OPENER 


Buckens Mfg. Co., Seymour St., Strat- 
ford, Conn., makes the DoAll Letter 
Opener, a small, manually operated 


opener which quickly opens all envelopes 
up to 5” in depth at one stroke of the 
handle. Shavings fall into a concealed, 
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These PRESTO Features 
Mean Extra Profits For You! 


— COMPARE — 
: Inside Inking Brush. 
@ Closed Drum—easily removable. 
© Compact Size—Closed 17''xi2''xII"'. 
@ Automatic Feed with Stabilizer Bar. 
@ 8" Printable Width, Postcards to legal size. 
©@ Fully Guaranteed, Sturdy Construction. 


NO SERVICE PROBLEM. 
oI” 


"PRESTO" 
Model X 
MIMEOGRAPH 
LARGE STOCKS DUPLICATOR 


IMMEDIATE DELIVERY Manufactured wy. Hadewe 
: P uplicatorfabrieken, 
Write—Wire Drachten, Holland. 


EXCLUSIVE U.S.A. DISTRIBUTORS 
MID-CONTINENT SALES COMPANY 











111 W. Jackson Bivd. Chicago 4, Ill. 


KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Pertability— 
Pennoni 
ppearance— 
Durability 
Adjustable to the 
natural position of 
any pair ef hands. 
KARLO STANDS 
are designed to 
give better service 
an any other of- 
fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum pert- 
ability, attractive 
appearance, utmost 
efficiency and 
greatest 
durability. 


Write fer 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave, S.W., Grand Rapids 2, Mich. 








ACCOUNTING, 
BILLING, 


& ANALYSIS . 
MACHINES 


We furnish all special features and rebuild 
the machines you order to your direct speci- 
fications. All machines unconditionally guar- 
— Inquiries invited. 


ARE ALSO BUYERS OF ALL MAKES 
oF OFFICE ACCOUNTING MACHINES 


Accounting Machine Export Corp. 
434 BROADWAY, NEW YORK 13,N. Y. 
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PROTECT 


Your bank account is the 
prey for every check for- 
ger. Insist on Safeguard 
protection. 


D-R-T 
Dry Rubber 
Tool 


Keeps typewriter type 
clean, free of ink, as 
shiny as silver, always 
like a “new” machine. 
Manufactured and dis- 
tributed by Safeguard. 
. Dealers and 
Distributors can order 
immediately. 


Safeguard Corp. 


LANSDALE, PENNA. 
overseas distributor—Safeguard International 
3312 Lancaster Ave., Phila. 4 














Would You Pay 
$10 Today for a 
Ball Point Pen? 


WHEN YOU CAN BUY ONE ANYWHERE 
FOR LESS THAN A DOLLAR! 


know that the old, familiar 
and pencils—or the ball 
points selling so cheaply today —are the 
best writing instruments after all. But a 
great many folks paid $10 or more for ball 
points they've since discarded. 


People now 
fountain pens 


It’s the 
Same with 
Dictating 
Machines 


The familiar cylinder Ediphones and Dic- 
taphones have never been surpassed for all 
office dictating requirements. Newer, more 
expensive gadgets — wire, tape, discs, plas- 
tic whatnots, etc. — are like those ten buck 
ball points. They’re different, but ‘not bet- 
ter! Add electronic operation to any cylin- 
der machine and you have the world’s finest 
dictating machine—bar none! We know 
because we've been in the dictating ma- 
chine business more than 30 years. 


We have late model Dictaphones and Edi- 
phones — converted to electronic operation 
with the now famous PARAMOUNT ELEC- 
TRONIC RECORDER. With no unwieldy speak- 
ing tubes, these machines’ clear, sharp, 
distinct voice reproductions, without back- 
ground noises, assure many years of 
trouble-free service. Some of the largest 
users report unqualified satisfaction with 
Paramount-converted machines. 


WHY PAY MORE when you can buy the 
best dictating equipment at a much lower 
price? And for economy in upkeep and 
operating cost, they can’t be beat. Try one 
of our modernized Ediphones or Dicta- 
phones in your office. Write us today. 


PARAMOUNT 
DICTATING MACHINE CORP. 


29 East 22nd St., New York 10. N.Y, 
ORegon 4-6400 





removable tray. The DoAll has only 
one moving part, a precision-ground, life- 
time steel cutting blade which will cut 
off a hair’s thickness of envelope to 
guarantee safety of contents. Finished in 
hammertone gray or green with rubber 
protective feet, weighs little more than 
a pound, retails at $4.95. Illustrated 
literature from above address. 


DESK INDEX 


Kinetic Novelty Co., 625 Broadway, 
New York 12, N. Y., announces the Win- 
Dex plastic desk-type index file in two- 
toned color combinations of silver-gray 
and black, mottled brown and dark 
green, or solid colors, all of satin finish. 
The standard Win-Dex lists at $4.95 com- 
plete with 500 high quality white cards, 
(3” x 13%”), both sides usable, and one 
set of 24 tinted alphabetical index tabs 
of high durability with clearly visible 


characters printed on both sides. All 
cards and tabs individually die-cut with 
rounded corners to matching precision. 
Carefully engineered features include a 
non-banging swingable dustproof cover 
which rolls down inside the base. The 
eards flip by as either knob is turned 
and yet stand still in any arrived at posi- 
tion without pendulating. Cards are 
securely held on wheel and yet easily 
removable for changes. Four compact 
felt buttons on the bottom prevent mar- 
ring of polished resting surfaces. Extra 
white cards are 500 for $1. Other index 
tabs are available with the following 
headings: 31 Days (numbered 1 to 31) 
50 cents; Months (Jan.-Dec.) 25 cents; 
25 Blanks %” or 1” wide; 24 Cooking 
or Baking Tabs 50 cents. Win-Dex is 
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ACTIVE OFFICE MACHINES 


SP meclele}e) iiela] | ARE SAFER — wirn — 
ad MW 


THE 
OFFICE 
MACHINE 
STAND 


you 
Remember, buy your CAN'T 


sf gi @Tololol dials im alehi-ia TIP 
from your local type- 3 OVER! 


ite > or | 
writer, dealer! Tusco Stands provide a combination of strength, 
stability, operator comfort and beauty avail- 
able in no other office machine stand. Equipped 
Nationally Distributed by with an adjustable ball foot the TUSCO Stand 
; provides solid support for the heaviest, most 


SHIPMAN-WARD MFG (ee) active machines on the most uneven floors. 
325 N. WELLS ST. © CHICAGO, ILL. TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Ave Detroit 8, Mich 
ESTABLISHED 1921 








~ 





Since The 
Gay Nineties 


Ever since Mr. Weldon Roberts began making erasers, 
back around 1890, his have been world-known for their 
PERFECT BALANCE. 


TO YOU, this PERFECT BALANCE means time and 
money saving. Combined with Weldon Roberts quality 
textures for all types of erasing, it inspires work-con- 
fidence, eliminates the delays and temper tantrums 
caused by “messy” erasing and the re-doing of an 
entire piece of work. ° 

399 TRI-PLY—The original, superior, 
3-layer eraser for ent. Two outer 


Slayer eraser for typists. Two outer ASK YOUR STATIONER FOR TIME & MONEY SAVING 


clean erasures on originals and carbon 


copies, center ply of soft gray ink- WELDON ROBERTS ERASERS 


eraser for a single letter or a complete 


line. , 
WELDON ROBERTS RUBBER CO. * NEWARK 7, N. J. 


America's Foremost Eraser Specialists 


xengeecaar > Correct Mistakes in Any Language 
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Codo- 


ok 


a “per Treated 


Ws 


mee * 


< 
nee Se hae 


ie 
| CARBON 
| PAPERS 


TYPEWRITER e BILLING 
FAN-FOLD e PENCIL . 
CARBON JACKETS e REGISTER ROLLS 


INKED RIBBONS © 


TYPEWRITER e@ TABULATING 
ADDRESSOGRAPH .e TIME STAMP 
BOOKKEEPING MACH. e ADDING MACH. 


HECTOGRAPH SUPPLIES 


CARBONS e@ MASTER UNITS 
RIBBONS e@ DUPLICATING FLUID 
HAND-CLEAN CREAM e@ CORRECTION PENCILS 





CONO CARBON GRIPPER BACKING SHEET 
A patented Codo feature included in each Box of “Super 


Treated — “Super-Kote” —- “Keen-Rite” not for sale 


Codo-mrs. corp. & 


i we eT 401 Wood St 270 Lafayette St 


Chicaye 6, Pitts'urgh 22, Pa New York 12,6 ¥ 


4 TES 
+ + = 


VARIGRAPH 


LETTERING INSTRUIMENTS 
Do Professional Lettering 
10 @ VABIET? OF STYLES 


SENT ON APPROVAL TO RATED FIRMS 
Varigraph Inc. Madison I, Wis. 


The above lettering done with Varigraph 


WALCO WIPER 
(Upper Feed Roll) 
for 
DAVIDSON 
DUAL DUPLICATOR 


$7.5 Distributors’ 
Discount 
List Granted 


PRINTING DEVICES, INC. 
1633 No. Halsted St., Chicago 14, Ill. 


(Makers of Walco Washer for stencil 
duplicator drums) 


WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Emperial 


ASK YOUR DEALER 
Emperial 


DESK CO. 
Evansville, indiana 


Desencatic KUTOCOPY 
DUPLICATOR PRODUCTS 








AUTOCOPY, INCORPORATED 


466 WEST SUPERIOR CHICAGO 10 HLLINOTS 
18 WEST 18 STREET NEW YORK 11 N y 
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packed in individual corrugated boxes, 12 
or 24 to a carton. Imprintable counter 
circulars available. 


BINDING SECRET DATA 


General Binding Corp., Dept. O-4, 810 
W. Belmont Ave., Chicago 14, IIl., offers 
their Brochure 1500 which describes how 
confidential and secret material of any 
nature may be professionally bound by 
personnel of any organization engaged in 
defense or security work, right on its 


own premises, to eliminate delay and 
keep material confidential. This low- 
cost portable plastic binding equipment 
allows anyone to bind printed, dupli- 
cated or typewritten sheets of all types 
and sizes into handsome, durable book- 
lets. Costing about the same as au ordi- 








Prints on Postcards - 
Shipping Tags - Labels 


Boxes ¢ Cartons ¢ Packages 
ALSO FORMS, BULLETINS, MENUS, LETTERS 


ULTISTAMD 


MANUFACTURED ONLY BY THE MULTISTAMP CO., INC., NORFOLK, VA, 


THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 


@ A “rubberless” stamp in one minute for 2c 
e Type, write, draw, trace on low-cost stencil 
© 1000 or more copies from 1 stencil ...one inking 
@ Non-mechanical . . . made of non-corrosive metal 
@ Replaceable ink pads 

© 8 Complete Outfits . . . $9.50 to $99.50 


No. 1—RUBBER STAMP AND SHIPPING TAG SIZE 
$950 
f.o.b. factory 


COMPLETE 
At Your Office or Shipping Room Supply Dealer 


Durable case includes 25 stencils, 
ink, ink brush, stylus pen, writing 
board, illustrated instructions. 








OFFICE TIME SAVER 
TAXU-LATOR 2 in 1 TAX TABLE 


CALCULATES WITHHOLDING TAX AND F.I.C.A, TAX 


BOTH AT ONE READING! 
SAVES TIME—SAVES ERRORS—FITS YOUR PAYROLL 
2 wage ranges for weekly payrolls: $20.00 to $80.00 
and $40.00 to $100.00. Complete wage table on back 
of each chart. POSTPAID $2.95 EACH, 3 FOR $7.50. 
MONEYBACK GUARANTEE. 


if a new deduction rate should become effective within 90 days from date 
of purchase, we will replace the chart without charge. 


THE UNIT-RECORD CO., 163 WILLOW ST., SAN JOSE, CALIF. 








161 





THE TEAM THAT 


1492 


gem of 5¢ 
pencils 





wood encased 
# eraser for ink, 

pencil or 

typewriting 


AW FABER CASTES 


PE 





nary office typewriter, this equipment 
has been especially designed for office 
or duplicating department use, and saves 
up to 50% over old-fashioned fastener 
type bindings. Complete GBC equipment 
consists of a punching unit which 
punches rectangler holes in the margin 
of the material to be bound, and a 
binding unit which applies the _plas- 
tic binding element. Precision punch- 
ing aligns sheets of all sizes per- 
fectly; pages lie flat, fold back to back 
for easel applications. Plastic binding 
elements are available in a complete 
range of colors, styles and sizes. 


CALCULATORS 

Facit, Inc., 500 Fifth Ave., New York 
18, N. Y., distributes Facit Calculators 
which feature simplicity and ease of 
operation. Controlled by a two bank 
keyboard with only ten digits, the ma- 
chines can be easily learned. By using 
a simple touch system, high speed is at- 
tained in a short period of time. The 


small keyboard also makes operation 
with one hand possible. Facit machines’ 
construction makes them almost com- 
pletely free from operator errors. All 
processes are fully visible so that each 
figure set can be instantly checked in 
its register. Once a numeral is set, it 
cannot be changed by accidentally touch- 
ing the keys. Facit machines feature an 
improved internal cylindrical construc- 
tion which revolves forward for the 
figures 1 to 5 and backwards for 6 to 9 
so the most revolutions ever made are 
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five. The Facit TK, is a small hand- 
operated calculator for the four basic 
mathematical processes. For more elabo- 
rate computations, the Facit Lx, also 
manual, has a larger capacity. Facit 
NEA is an electric calculator with auto- 
matie division and semi-automatic multi- 
plication. Facit ESA-O is fully automatic. 
Every machine sold to this country is 
backed up with an estimated 10 years 
supply of American warehoused parts. 


Save those precious 


morning minutes! Get the mail opened and distributed 

early, so everybody can get to work! Get a PB MailOpener! r 
The new LE Model is electrically operated, all-purpose 

... Snips a hairline edge off envelopes as fast as you ~ 


OFFSET PROCESS CAMERA 

Kenro Graphies, Ine., P.O. Box 636, 
New York 8, N. Y., announces the im- 
proved Kenro Camera Platemaker Model 
11-14-F for both line and fine halftone 
photo-offset duplicating. This unit is 
offered on rental basis for 3 months so 
that any duplicating department can 
test the advantages of having their own 
processing camera, with no obligation to 
purchase. If purchased, rental fee is 


Vv 
‘ 


we 
i 
q 
= 


can feed them... handles any size, tenderest tissue to 
toughest kraft... opens a// the office mail in a matter of 
minutes! Good looking, built to last... Ask the nearest 
PB office to show you the full line of MailOpeners 

—or write for illustrated folder... PITNEY-BOWES, Inc., 
3475 Pacific St., Stamford, Conn. .. . Originators of 

the postage meter, offices in 93 cities in U.S. and Canada. ° 


PITNEY-BOWES 


MAILO)PENER 








WANTED TO BUY 


ADDRESSOGRAPH 


| want to buy Addressegraph ma- 
chines, Graphotype plate emboss- 
ing machines, frames, cabinets, fil- 
ing drawers, tabs, attachments, ac- 
cessories, parts — regardless of 
age or condition. NORMAN lL. 
COTTON, P.O. Box 1115, Palo Alto, 
California. 














The Only Copyholder with 


All These PLUS Features 
FINGERTIP COPY ALIGNING — Just turn 
rollers—no tugging or pulling. 
HANDLES ALL SPACING — One, two or 
three line spacing automatic with selector 
lever—or variable spacing with control 


knob. 
ANY LENGTH COPY—continuous or fan- 


fold. 

REVERSIBLE—Pick up copy at any point by 
rolling platen. 

VISIBILITY down to the last half-inch of 


copy. 
HORIZONTAL OR VERTICAL COPY easily 


adjusted. 

LIGHTWEIGHT, COMPACT—Only 3%" x 
3%_"" x 1142" overall, fits any desk drawer. 
Write for literature and prices today! 
ADKINS & KUSCHEL CO. 


112 Prospect Ave., Cleveland 15, Ohio 


is 
* gcutvé puPLICATE 
W 
re) 


gore! 


FORCE 
improved 


MODEL 


150 
AUTOMATIC 
NUMBERING 

MACHINE 


Send for 
catalog “er 


WMA FORCE 


64 WHITE STREET NEW YORK 


THREE QUARTERS OF A CENTURY’S SERVICE 











OS, 


@ BookKeePinc . 
@ CALCULATING & 
@ ACCOUNTING © 


current prices. ‘ 


321 BROADWAY « NEW YORK? NY 
WO 4-1240°-able: Hodgmach 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


"/4e FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 
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applied to purchase price. Complete 
packaged kit includes darkroom equip- 
ment, stripping-up light box, films, chemi- 
cals, presensitized offset plates and step- 
by-step instruction book, ready to use 
on receipt. A darkroom of 4’ x 6’ is 
usually required but no running water 
or sink are needed. Ordinary electrical 
outlet is satisfactory. Easy See visual 
developing scale insures rapid negative 
processing and an inexperienced opera- 
tor can learn quickly to make excellent 
negatives and plates. This unit, requir- 
ing only 26” x 46” floorspace, is an ideal 
addition to large camera facilities and 
can turn out over 50 negatives a day. 
Illustrated brochure and sample Rental 
Purchase Contract No. 2 from above ad- 
dress. 


AUTOMATIC TYPING 

American Automatic Typewriter Co., 
Dept. 54, 614 N. Carpenter St., Chicago 
22, Ill., offer a free booklet, ‘‘How to 
Use the Auto-Typist,’’ which describes 
how various types of businesses use au- 
tomatic typewriters for specific kinds of 
work. In each case, names of actual 
users are given. 


CORRECTION 

Mimeo Mfg. Co., 401 Broadway, New 
York 13, N. Y., does not sell spirit du- 
plicators as stated last month on these 
pages. This firm does carry a complete 
line of supplies for both the spirit and 
stencil duplicating processes, as well as 
Mimeo Stencil Duplicators. We regret 
the inconvenience this error has caused 
many who wrote the above firm.—Ed. 





Amazing INK-PEN-CIL 


CD 


©@ Feels like a pencil 
© Writes as parr 25c 


as a pencil eo LIST 


aia ® Lasts as long as 
2 lead pencils 
© Does not leak or 
smear 
Approved for Checks or Sogpueete 
FISHER PEN COMPA 
757 Waveland Ave., Cheeyo 13, Ui. 
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NEV-R-KURL 


CARBON PAP 


i alaslouhaaie 


HIGH PROFITS 
FOR DEALERS 


Once a customer has 
used NEV-R-KURL 
carbon paper he can’t 
understand anyone 
wanting to use any 
other. Not only does he 
save money — it lasts 
twice as long—but also 
enjoys the ease and sim- 
plicity that save time 
using NEV-R-KURL. It 
doesn’t smudge even in 
warm moist weather, al- 
ways lies flat regardless 
of conditions. Its plastic 
backing makes it more 
convenient, easier to 
handle, to insert or re- 
move from between 
copy sheets—won’t slip 
on the roller either. 


It works equally well on 
typewriters, billing, 
bookkeeping and other 
machines. Customers 
approve so heartily it 
sells twice as fast. 


Phillips 


PROCESS Co INC. 


2 MILL ST. ROCHESTE aN 








"better 
than 
ever’. eee 


TRADE MARK 


Waste Baskets 


reduce waste receptacle costs! 


New Vul-Cots give lifetime service—colors don't 
chip off, rims don't break. Made of hard vulcanized 
fibre they are light weight, noiseless, durable and 
attractive. Our exclusive bonded seam construction 
gives added strength—improves appearance. 
Easy to handle—easy to clean. They don't crack, 
splinter, dent, rust or corrode... are guaranteed 
for 5 years. Vul-Cots cut your maintenance and 
replacement costs. Write today for catalog price 
sheet—Dept. O-4. 





The Round Taper— most popular 
of all Vul-Cots for general office 
use. Takes up small space, is neat 
and attractive. Two sizes, Nos. 
2 and 3. 


The Square Taper—a distinctive style, popular with 
executives and ideal for reception or board rooms. 
One size, No. 5. 


The Round Straight—specially designed for wash- 
rooms, basements, ticker rooms, lobbies, shipping and 
mailing rooms. Two sizes. Nos. 9 and 10. 


Colors—All sizes made in standard colors—maroon-brown and 
olive-green. Gray also available for use with gray office furniture. 
| 





NATIONAL VULCANIZED FIBRE CO. 


WILMINGTON, DELAWARE 
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OMAC’s Annual Midwest Seminar 


HE subject of “Better Management 

—1951” attracted crowds to Chi- 

cago’s Stevens Hotel last month 
when the Office Management Assn. of 
Chicago presented its thought-provoking 
Annual Midwest Seminar and Office 
Equipment Display. With a registra- 
tion of 546 office executives, the three- 
day conference, co-sponsored by North- 
western University, presented top office 
management talent to discuss solutions 
to current problems. More than 22,000 
people visited the exhibits of 77 manu- 
facturers of office equipment and sup- 
plies. 

A. B. Dick III, president, A. B. 
Dick Co., stressed across-the-board job- 
evaluation programs in his keynote ad- 
dress. Mr. Dick believed that confin- 
ing job-evaluation technique to lower 
echelon jobs denies management a neces- 
sary tool for executive control. The so- 
lution of many management problems, 
he felt, would be immeasurably simpli- 
fied if well-defined lines of organiza- 
tion were established and maintained, 
and if all overlapping authorities were 
eliminated. 

Speaking on management planning 
and control, Hal E. Nourse, vice presi- 


dent, United Air Lines, described the 
tools and techniques in controlling office 
production and gauging efficiency in 
operations. He explained better methods 
for channeling communications and pro- 
viding information to management. 

“Top management is responsible for 
office managers’ frustration,” Kenneth 
B. Willett, vice president, Hardware 
Mutuals, stated that, “If we can point 
up the way for use of organization 
charts and for including office managers 
in executive meetings it will solve our 
problems,” he suggested that office 
managers do a number of things. First, 
“They must keep a record of what they 
do day in and day out, so that they can 
begin to sort the wheat from the chaff— 
give away what can be given to others 
—and prove that they are or are not 
busy in items of importance.” Second, 
“Office managers must take on the task 
of writing out their own job descrip- 
tion and take it to their boss for the 
purpose of seeing whether he is in ac- 
cord with the responsibilities that aré 
being assumed, that is to meet the chal- 
lenge of competitive economy.” 

Waldo Williams, Aldens, Inc., said? 
“Tf you reduce costs through better pros 


A session of the OMAC Annual Midwest Seminar in Chicago last month. 
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Some of the crowds that visited the Equipment Display during the annual OMAC Midwest 
Seminar. 


duction, share your savings with your 
employees. Every organization needs an 
effective system of controls to achieve 
a smooth, well-oiled team.” Mr. Williams 
advocated incentive systems to encour- 
age greater production and to promote 
higher employee morale. “If you post an 
office worker’s efficiency on a unit ef- 
ficiency record and place it on a bulletin 
board so she can compare her perform- 
ance with other operators,” said he, 
“vou eliminate such dissatisfaction as is 
often heard: ‘I do more work than Mary 
yet she makes more money.’ This 
also provides a real control and makes 
possible finger-tip analysis.’ Mr. Wil- 
liams contended that, without some posi- 
tive control, an office is performing at 
only 40% to 60% of the produetion 
that should be expected. 

Dr. Frank S. Endicoti, director of 
personnel, Northwestern University, di- 
rected a panel of four experts who 
tackled the manpower problem. “There 
is nothing in the foreseeable future that 
will reduce the demand for clerical 
help,” said J. N. Hunter, general per- 
sonnel manager, Illinois Bell Telephone 
Co. Though women predominate in this 
field, the situation is none the less eriti- 
eal. “There are more women working 
now than in 1940,” he pointed out. 
“They will be harder to find for new 
employment. Besides, women pose a ter- 
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rifie turnover problem. The trend is 
40% more for them than for men.” 

C. Nelson Wetherell, office manager, 
Joseph T. Ryerson & Sons, Inc. offered 
these suggestions: “Concentrate on bet- 
ter trained supervisors, de-skill as many 
jobs as possible, keep equipment in good 
shape, install incentive plans, replace 
messengers with pneumatic tubes and 
other conveyor systems.” 

Ernest H. Reed, manager, Education 
and Training Div. International Har- 
vester Co. stated that “It is one of the 
sad commentaries of our civilization 
that we know more about office equip- 
ment, methods and theories than we do 
about people.” He believed that one 
of the solutions to the manpower crisis 
is more effective training on the job. 
High turnover and poor production are 
caused by the neglect of the educational 
approach, according to him. 

C. Arthur Hemminger, public rela- 
tions director, American National Bank 
& Trust Co., contended that, although 
manpower curtailment may mean cur- 
tailed services, customer routines could 
be simplified and still give the cus- 
tomer what he wants. He stressed the 
importance of promoting better under- 
standing. “We must make a good im- 
pression on our customers to offset 
their dissatisfaction at loss of products 
or services,” he said. 
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SINCE 1906 


From the very first item to 
the present line of over 
3,100 stock items, we have 
concentrated on crafts- 
manship and the finest 
quality and grades of raw 
materials, making our line 
an outstanding quality line. 


We have 5 separate fac- 
tories for your protection 
and added service. 


Write for our Catalog. We 
also invite: your .inquiries 
for specially made pro- 
ducts. 


SUPER POCKET 
“THE ALL PURPOSE FILE” 


EXPANDING WALLET 


| THE Sinead MANUFACTURING CO., INC.-HASTINGS, MINNESOIA 
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AIA Convention 


Over two thousand certified public ac- 
countants will gather in the Chalfonte 
Haddon Hall, Atlantic City, Oct. 7-11 
for the 64th annual meeting of American 
Institute of Accountants, AIA executive 
director John L. Carey has announced. 
Originally scheduled for Washington, D. 
C., the meeting was because of 
overcrowding in the capital, Mr, 
explained. ‘‘The theme of this year’s 
annual meeting will be the role of ac 
counting in a defense economy,’’ Mr. 
Carey said. Several institute commit 
tees are already working closely with 
government agencies on accounting mat 
ters. 


moved 
Carey 


ATTENDANTS 


Ggrme See cei ir 


To Keep Equipment Going 

To maintain existing business equip- 
ment at peak efficiency, NPA adminis 
trator Manly Fleischmann announced 
that all U. S. businesses and institu 
tions may, when | necessary, use DO 
ratings on purchase orders for mainte 
nance repair and operating supplies for 
office equipment. NPA Regulation 4 per 
mits using DO-97 in aecordance with 
NPA Regulation 2. Quotas for purchases 
are set in the newer regulation. 


May Allocate Forms 


The National Production Authority 
said last month it might order a_ per- 
centage of paper for office machine forms 


Tenants with offices 
in the Cafritz Build- 
ing, Washington, D. 
C., can drive their 
cars to their office 
floor, park in re- 
served space and 
walk to their office. 
There is parking 
space in the center 
of 27 floors for 400 
cars. Tenants can 
drive up the circular 
ramp from the street 
to the top floor in 
about 3 minutes, or 
they may leave their 
car on the street 
level for an attend- 
ant to park, and ride 
to their office in an 
elevator. A vertical 
belt lift carries at- 
tendants quickly to 
all floors. 


THE OFFice- 
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The Cause and Cure 


Scarcely a day passes that you do 
not hear of some business executive 
who has collapsed without warning. 
Cereers are interrupted, companies 
disorganized. So widespread is the 
condition that it has become the 
object of detailed study by a num- 
ber of prominent psychosomatic 
specialists. 


Results of their studies agree that 
the fundamental cause is fatigue, 
manifested in a great variety of 
forms. Symptoms are usually hid- 
den. Collapse comes with unexpec- 
ted suddenness. 


This fatigue is brought about by 
frustrations blocking the executive’s 
drive for accomplishment. Masses of 
time-consuming detail produce the 
frustrations, while the drive itself is 
‘based on pride and fear — pride in 
past accomplishments and fear that 
the executive cannot continue to 
equal his own past record. 


Many companies have found great- 
est success lies in a preventive 
program providing a two-pronged 


WASSELL ORGANIZATION 


of Executive Failure 


attack on the problem. The princi- 
ples of Management by Exception as 
applied by PRODUC-TROL divorce 
all routine details from the execu- 
tive function. Executive attention is 
focused only on situations that call 
for executive decision and action. 
This removes the major cause of 
executive frustration. 


The PRODUC-TROL System of Man- 
agement by Exception also reduces 
fear of failure by spotlighting, well 
in advance, any situation that will 
call for future executive action. 


PRODUC-TROL applies the princi- 
ples of Management by Exception 
to all functions of order control — 
engineering, purchasing, tooling, 
manufacturing, parts for assembly, 


These same principles have been 
applied by PRODUC-TROL to such 
non-order-control applications as the 
handling and collection of accounts, 
routing of trucks, rating of person- 
nel, management of inventories. 


If you and your executives are 
buried in detail, write 


INC. 


WESTPORT 12, CONN. 
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The office that gave me a sales talk 


“Harry Simpson has given me sales talks about his company 
for several months. A few days ago I was in his building 
and stopped at his office. 

“I have never thought that surroundings made too much 
difference, but Harry's general office gave me a sales talk 
that changed my mind. It radiated quiet efficiency and 
comfort. Not that it was fancy—it just looked like a place 
where people did things well and enjoyed doing them. That 
office said to me very clearly—’Simpson knows how to run 
a business.’ 

“The result? Well, Harry has a new customer and I am 
doing over my office.” 

“Y and E” equipment can help you make your office into 
an effective sales tool—and “Y and E” equipment will help 
get the work done after you have made the sale. Call a 
“Y and E” representative for suggestions and details. Pic- 

cy tured above is an installation of the 6600 line—one of 


several distinguished lines designed and manufactured by 
WEUTRA-TORE “Y and E.” 


GAN 





Write for Steel Desk 
Catalog No. 3806. 
There is a ““Y and E” repre- 
sentative in your community. 
Call him for help in planning 

an effective office. 


1020 JAY STREET * ROCHESTER 3, N. Y., U.S. A. 


THe Orrice—April, 1951 





set aside for defense orders, similar to 
the order requiring paper mills to ear- 
mark 5% and 10% of certain types of 
paper for Government defense orders. 
This is to relieve forms manufacturers 
from the large number of defense orders 
they may receive since practically all 
businesses can now use a DO rating on 
their orders for forms. 


Offers Aid to Governments 


National Office Management Assn. has 
offered NOMA’s services to the Presi- 
dent of the U. S. and the Prime Minis- 
ter of Canada. Letters, written by W. 
H. Evans, NOMA executive vice presi- 
dent, to Mr. Truman and M. Ste. Laurent 
stated, ‘‘In view of the declaration of 
an international emergency, the National 
Office Management Association, a profes- 
sional association of 10,000 American 
and Canadian Members, versed in the 
broad as well as the technical aspects 
of office management, offers its services 
in any capacity in which its particular 
knowledge may be useful.’’ Hugh Jay, 
chairman of NOMA’s national govern- 
mental relations committee, will work 
with NOMA’s staff representative, T. 
W. Kling, in carrying out assigned re- 
sponsibilities. Mr. Jay is with the 
Canadian Kodak Sales, Ltd., Toronto. 


New Office Construction 


The National Production Authority re- 
vised its basic construction order to per- 
mit an increase in expenditures for al- 


terations and additions to office buildings 
which now may be improved at a cost 
not to exceed 25 cents per sq. ft. of the 
occupied space in a 12-month period. In 
computing this cost both actual construc- 
tion and all other expenses or charges 
incidental to the work must be included 
in the total. If partitions made in whole 
or part of metal are to be used in any 
construction project, regardless of size 
or cost, special permission must first be 
obtained from NPA on application form 
NPAF-24. 


THE OFFICE on Microfilm 


The Publishers of THE OFFICE have 
made an agreement with University 
Microfilms, Ann Arbor, Mich., to make 
issues of THE OFFICE available on 
microfilm. Offices or libraries may cir- 
culate the printed issues unbound until 
copies are worn out and disposed of, then 
the microfilm is substituted. Sales are 
restricted to subscribers to the regular 
paper edition and the film is available 
at the year’s end. The positive micro- 
film comes on metal reels suitably 
labeled. Orders for the microfilm should 
be sent to University Microfilms, 313 N. 
First St., Ann Arbor, Mich. 


Los Angeles Business Show 


The Los Angeles Chapter of National 
Assn. of Cost Accountants will hold its 
fourth annual Southern California Busi- 


ness Show at the Biltmore Hotel, Los 
Angeles, April 24-27. Local and national 


Seven charter members of the Boston Chapter, National Office Management Assn., which 
marks its 20th anniversary this year: George F. Glacy, vice president, Boston & Maine Rail- 
road; Arthur P. Macintyre; Hiram N, Rasely, executive vice president, Burdett College; Lester 
H. Brigham, general office manager, American Optical Co.; Prof. Edwin M. Robinson, Boston 
University; Harold M. Lawson, treasurer, Salada Tea Co.; Everett M. Swett, retired. 
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—— $2,50 


It costs very little to seat 
a girl in a chair that 
helps her do her job well. 
Your Sturgis dealer will aid ilies aiainnne acs i 


bring it to your office for vestment. Bad seating is ex- 

a free trial. pensive. Write for your Sturgis 
dealer’s name and our stimu- 
lating booklet, ‘‘The High 
Cost of Sitting’. 


THE Lures POSTURE CHAIR CO. 
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office equipment distributors will display 
their products, some of which will be 
seen for the first time on the coast. John 
Norberg, general chairman of the show, 
stated that the show has been the only 
chance to view and compare equipment 
under one roof in his locality. As admis- 
sion will be by ticket only, tickets can 
be obtained from local office equipment 


dealers or by phoning the ch upter rat VA’ 


9568. Theme of this year’s show is, 
‘‘Gear Up for Decreasing Manpower. ’’ 


National Conference 
& Exhibit Calendar 


Insurance Accounting & Statistical Assn., 
-almer House, Chicago, May 14-16. 
National Office Management Assn., Com- 

modore Hotel, New York, May 20-23. 
New York Stationery Show, New Yorker 
Hotel, May 20-25. 
(Continued on page 178) 





Southern California Business Show 
April 24, 25, 26, 27, 1951 
Biltmore Hotel, Los Angeles 


Sponsored by the LOS ANGELES CHAPTER of the 
National Association of Cost Accountants 


Admission by ticket only. 
See your office machine representative for tickets. 








Unbreakable spring Jaws 
clamp them firmly to cards but 
permit removal or rearrangement 
Large openings covered by trans- 
parent pyroxylin, white, blue, green, yellow pink, or red. 
Tnsertable tabels in perforated strips for typing. 
ze + asa 1 in. wide and 2 in. Tops straight or bent 


Seid: by leading stationers, U. S. and foreign, 
postpaid to responsible firms on 30 days’ 
list free 


or sent 


Samples § or less) 2 cents each. 
50,500 used by Shapleigh Hdwe. Co., St. 
CHAS. C. SMITH, Mfr., Box 725, EXETER, NEB. 
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trial. Price 


Louis 


[ ~~ ~GOMPLETELY DIFFERENT | 
*UNIQUE*PRACTICAL 


ind-all 


Trade Mark 
U. S. and Foreign Patents Pending © 


PLASTIC BINDERS 


Bind-all Plastic Binders glamorize and protect 
reception room magazines, preserve catalogs, 
price lists and business reports, beautify and 
simplify publication files. No backbone or 
cover imprinting needed . . . cover of bound 
material shows through clearly and completely. 


Publications are quickly inserted, instantly in- 
terchangeable. Pre-scored hinge-fold plastic 
will not crack, burn or deteriorate. Bind-all 
plastic binders are available in sizes to fit 
standard publications, regular hard-cover books 
or tailor-made to your specifications. 


Also available. Transparent plastic binders for 
pocket or company check books. 


@ TRANSPARENT 
detacls 


e INDESTRUCTIBLE 
Pliable, heavy gauge VINYLITE* 
*T.M, of U.C.C. 
e CONVENIENT 
Requires no drilling or punching. 
Fastening rods hold material 
securely 


COLLIER 


OV lela NenseL di, (ema eo) ice) 7 Nale), | 
Plastic Fabricating, Division 


430 W. GRANT PLACE CHICAGO 14 


Please send me complete details and prices i 
| on your new Bind-all PLASTIC BINDER. 


| COMPANY NAME 
| ADDRESS 








“TONE STATE 


| stonarune Beis 
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NOFA 
Holds 


Bernard Nemlich, 


Its HARRY HOFHERR 
Biggest 
Convention 


HEN a specializing organization 

like the National Office Furniture 

Assn. can hold an annual conven- 
tion when it is barely five years old 
and attract a registered attendance of 
about 1400, it speaks volubly for the 
caliber of the group and the worth of 
its activities. 

NOFA did exactly that in Chicago 
March 4-6 and gave those who made 
the trip a substantial run for their 
money. It is not often in trade as- 
sociation activities that so big a measure 
of personal interest and participation 
is taken in association affairs by so 
many of the individual members of the 
group as is evident in NOFA. Almost 
all of the big exhibition floor of the 
Stevens Hotel was occupied by the 
booths of some 70 office furniture and 
related manufacturers. Though condi- 
tions do not favor the introduction of 
many new items at this time, there were 
enough new products on display to win 
interest and attention. More perhaps 
than any other factor of note was the 
growing shortage in many classes of 
goods and the search by members for 
added sources of supply. The alumi- 
num situation took a turn for the worse 
during the convention. The threatened 
cuts in steel were causing concern. And 
over all was the renewed fillip that the 
defense program once again was giv- 
ing to the wood office furniture business. 
Where not long ago one saw some wood 


White, H. V. Boswell, V. L. Caldwell, Charles Goodman, 


. Nathan, U. L. Henzy, Fred E. Zindler, Edward Blau, Hugh Ward, 
Art Willis, Henry Skillings and Morton Marks. 


Russell M. 





John Gilbert, 


Ed Eggleston, 


nnual National Office Furniture Assn. banquet in Chicago, March 6. L. to r.: 
Natovich, 
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At the speakers’ table during the a 
Norman Ginsburg, Joseph Brenner, 
John R. Gray, Harry Hofherr, Hy 








argain! 


A beauty anda b 


COSCO MeN 
Office Chait 


Airfoam, revolving, ‘‘saddle”’ 
seat has easy, instant, positive height 
control, anywhere between 16” and 
20”. Backrest adjusts three 
ways. Hard rubber, 2” cast- 
ers, lifetime-lubricated; 
tubular steel frame finished 
in gray or brown, baked- 
on enamel, 

Cloth-backed, perforated, vinyl 
plastic upholstery — washable, dur- 
able—on seat and back in green, 
maroon, brown or gray. Two models 
—each “a beauty and a bargain”— 
to retail at about $29.95. 














*To raise: place foot on 
circular rung and, with one i 


hand releasing control lever Model 16-C, with baked-on, 


lift seat to desired height. S 
To lower 130 recdbar8 gray enamel finish. Also: Model 


control lever and lower GS 16-D, brown enamel. 
seat to proper level. 


HAMILTON MANUFACTURING CORPORATION ee COLUMBUS, INDIANA 
Makers of COSCO Household Stools, Chairs and Utility Tables 


Posture Back Adjusts THREE WAYS! 


to “cradle” 
For depth for height the back in 
of seat... of backrest... any position 
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desk manufacturers supply their prod- 
ucts with steel interiors and wood 
chair manufacturers added steel units 
to their line, it was becoming notice- 
able that many of the wood office fur- 
niture items were now running into 
short supply. Foremost in the thinking 
of everyone was where all this demand 
possibly could be coming from. And 
though a topic better suited for dis- 
cussion in separate editorial comment, 
the widespread feeling prevailed that 
much unnecessary hoarding was in proc- 
ess both by large users and Government. 
Harry Hofherr of Chicago was re- 
elected president. Other officers are V. 
L. Caldwell, Edward J. Eggleston, Sey- 
mour L. Nathan, M. Jack Stryon and 
Arthur Willis, vice presidents; Edward 
Blau, treasurer; Bernard H. Nemlich, 
activities director, and Charles B. Good- 
man, seeretary to advisory committee. 
John R. Gray is executive secretary. 
The big banquet on the last evening 
proved an enjoyable occasion at which 
time the different awards were pre- 
sented, including that of Tim OFFICE 
for chapter membership growth, Boston 
being the winning chapter. In 1952 
NOFA will go to Atlantic City for its 
annual convention, April 23-25, at the 
Chalfonte-Haddon Hall Hotel. 


Conference Calendar 


(Continued from page 175) 

Life Office Management Assn., May- 
flower Hotel, Washington, May 21-22. 
Edgewater Beach Hotel, Chicago, Sept. 
24-26. 

National Assn. of Cost Accountants, Pal- 
mer House, Chicago, June 24-27. 

National Office Machine Dealers Assn., 
Statler Hotel, Detroit, June 28-30. 

CIOS, International Management Con- 
gress, Brussels, Belgium, July 5-11. 

National Secretaries Assn., Shamrock 
Hotel, Houston, July 18-21. 

National Stationery & Office Equipment 
Assn., Stevens Hotel, Chicago, Sept. 
22-26. 

Controllers Institute, Waldorf-Astoria 
Hotel, New York, Sept. 30-Oct. 3. 
American Institute of Accountants, Chal- 
fonte-Haddon Hall, Atlantie City, Oct. 

7-11. 

Institute of Internal Auditors, Roosevelt 
Hotel, New York, Oct. 14-16. 

National Institute of Governmental Pur- 
chasing, Shoreham Hotel, Washington, 
Oct. 21-24. 

National Assn. of Bank Auditors & Con- 
trollers, Roosevelt Hotel, New Orleans, 
Oct. 22-25. 

National Business Show, Grand 
Palace, New York, Oct. 22-27. 


Central 


Luncheon given by members of the Wood Office Furniture Institute for their sales representa- 

tives at the Hotel Stevens, Chicago, last month. Guests and officers standing in rear are 

Zac Smith, Sterling Lord, Paul Burbank, A. F. Krieg, Roger Young, Eugene Whitmore and 
John J. Reinecke. 
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‘““Paper Punches Every Office Needs!’ 


CLix 


1-HOLE 
_—_ PAPER 
3-HOLE PAPER PUNCH | PUNCH 


Simplest, surest paper punch made. Punches Personal paper 
all 3 holes for 3-ring binder sheets at a single punch for indi- 
squeeze. No adjustments to make, no gauges viduals, home, 
to set, no places to mark. Insert sheets and office and industry. Light pressure of thumb 
squeeze! Weighs less than 16 ounces; fits punches clean 14” hole instantly in paper, light 
brief case or desk drawer. $3.75 list. cardboard, etc. Ideal for punching tickets, tags, 


restaurant checks. 24 in counter 
Pee Cae sa — ee display carton. 50 cent list. 


ters, 4" from back binding soe MODEL 100... Punches \" 


edge — standard spacing io i hole, 14" from binding edge. 
11" x 814" sheets. PAPER PUNCH | 


sm 





Order from your Stationer or Office Supply Dealer 
\ NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS a 











Investigate 
The WORDEN line of 
Quality Wood Desks, 
Genuine Leather Suites 
and Chairs. 


At left: Leather Davenport No. 1260, 80° 
wide, 36'' deep and 33" high. 


At right: Desk No. 252 ST, 52" x 2) 
Patent No. 2133807. 


WORDEN 


HOLLAND MICH 


For particulars or literature, write: 


The WORDEN Company 


200 East 17th St., Holland, Mich. 
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NEWS 
of the Industry 





Ask NPA for Materials 


Members of the Blueprint & Photo- 
graphic Reproduction Equipment Indus- 
try Advisory Committee asked NPA to 
assist them obtain more adequate sup- 
plies of steel, aluminum, copper and other 
materials because of the essentiality of 
their products to the defense program. 
They experience difficulty in obtaining 
basic materials, as well as component 
units, because their needs are for small 
quantities. With adequate supplies of 
materials, the industry could expand cur- 
rent production of blueprint, photocopy 
machines, cameras, contact printers, mi- 
crofilm recorders and readers. They 
fabricate some parts, such as sheet steel 
casings, and assemble others, such as 
small motor power units. NPA appointed a 
six-man task group to study conservation 
and substitution of critical materials, 
manpower and materials problems, and 
report on current production facilities 
and possible expansion of capacity within 
those facilities. 


Ames Appointments 


Ames Supply Co. 
announced that 
Luis de Olazarra 
was elected vice 
president in charge 
of sales, director 
of Ames Supply 
Co. and _ president 
of Ames_ Interna- 
tional, Inc. Mr. de 
Olazarra has been 
actively engaged in 
the office machine 
business for many 
years in both do- Luis de Olazarra 
mestie and export 
fields. His activities are now conducted 
from the Chicago office of the Ames 
Supply Co. 

Josephine Salomon has been appointed 
assistant sales manager of the office 
machine division of the Ames Supply 
Co. Miss Solomon is well qualified to 
assume her new duties as she has a 


New, larger branch quarters of Yawman & Erbe Mfg. Co. at 201 S. Santa Fe Ave., Los 
Angeles, also house their wholly owned subsidiary, Jenkins Bros., and provide for customer 
parking. 
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Now use Victor Custom 
models for most calculating 
jobs: figuring operating and 
budget ratios, sales percent- 
ages, P. and L. statements, 
many other problems. They 
add, subtract, multiply, divide 
and automatically compute 
credit balance. Fastest, least 
fatiguing keyboards ever built. 
Totals 999,999 ,999.99. 


The Cason 


Two Great Models: Full Keyboard or 10 Key 
——— =<) 


‘MORE than on Se 6. SREY 
Adding { QD w9876d@b21 OD 
Machine! 





Movable decimal marker 
speeds calculation. Point off 
decimal places by pre-setting 
the marker—eliminate counting 
columns on tape. Speeds calcu- 
lating, multiplication, division, 
addition, subtraction of decimal 
equivalents. 


Victor urges you to act now to meet mounting figure problems. 
Call the Victor Branch or Dealer listed in classified phone book. 
Or write for full information about the Custom Models. 42 basic 
o ian aa Siaidhins models from which to choose. Only Victor offers a choice of 10-key 
figure problems. Buy large or full keyboard models, electric or hand operated. 
capacity Victor machines. VICTOR ADDING MACHINE CO., CHICAGO 18, ILLINOIS 
The World's Largest Exclusive Manufacturers of Adding Machines 


WHAT IT TAKES 
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pronto STORAGE FILES 











INVOICES 


SANITARY BASES i FOLLOW . BLOCKS 
for all size files made for any size file 
$360 90c 


SIZES AND PRICES 


NE FIBRE BOARD STEEL 

D 
satin 55 DRAWER FRONT DRAWER FRONT 
euggested Uses 


File PRICE File PRICE 
Width Height Length; No. Single Carton No. Single Carton 


{Letter Size - 10%... 24 | £210 .. $3.55... 1210L . . $4.45 . . $4.35 
3.4 0S . 4.25 











bd 
& 


tLletter Size . aii - 104% .. 15 
tlegal or Cap... - 10%, . . 24 
Invoices ial 8%. . 24 
*2 Rows 8x5 Forms. 83%. . 24 
*invoices or 2 Rows 8x5 8% .. 18 
Freight Bills —.__. Sy 
Checks - ET 4y, . 
Drafts or Checks. 4, .. 
Drafts or Checks 
5x8 Forms 
«Deposit Slips (2 Rows) 
Deposit Slips _..__ 
Tabulating Cards __ 
*3x5 Cards (3 Rows)__ 
*4x6 Cards (2 Rows)__ 
*3x5 Cards (2 Rows)__’ 
Vouchers (Upright) _ 
tledger Sheets ___ 
tledger Sheets 
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*These numbers have removable divider partitions. {Packed 6 to a carton—all others 12 to a carton. 
Prices slightly higher in Texas, Colorade and West of the Rockies. 


PRONTO FILE CORPORATION 


285 Madison Avenue New York 17, N.Y 





a ncaa antenna t 





This new 2-story 
building, across the 
street from the main 
building of Old 
Town Corp., Brook- 
lyn, N. Y., will house 
additional manufac- 
turing and ware- 
house facilities, ac- 
cording to P. A. 
Batchker, president. 


wealth of experience acquired through 
years of contact with this phase of the 
business, both in the export and domestic 
fields. She is also secretary of Ames 
International, Inc., a position she has 
held for five years. 

Arrangements have been completed for 
the transfer of all the domestic activities 
formerly conducted by Ames Interna- 
tional, Inc., to Ames Supply Co. This 
move has been made to benefit the office 
machine dealers in the consolidation of 
domestic sales. Portable typewriters and 
dealer model adding machines are being 
distributed to dealers by all Ames 
branches. Until future plans of the of- 
fice machine division are completed, used 
typewriters and other office machines 
available will be distributed through the 
Chicago office only. The export activi- 
ties of Ames International, Ince., will 
continue as before. 
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Royal Advertising Manager 


Gordon G. Ack- 
land has been ap- 
pointed advertising 
manager of Royal 
Typewriter Co., F. 
P. Ryan, vice presi 
dent, has an- 
nounced. Mr. Ack- 
land has been as- 
sociated with the 
company for five 
years as assistant to 

Gordon G. Ackland Ellis G. Bishop, 
who will take on a special assignment for 
the company. Before joining Royal Mr, 
Ackland was in the advertising promo- 
tion department of McCall Corp., sales- 
man for Industrial Lithographic Co., and 
in the advertising department of R. H. 
Macy & Co. 


Harold E. Steinke, 
Upper Darby, Pa., 
won first prize in 
the first annual 
Christmas window 
display contest of 
the National Office 
Machine Dealers 
Assn. Mr. and Mrs. 
Steinke dressed this 
window themselves, 
spending only $43.94 
for materials. 








A Ritchie Air Cushion 
BELONGS 
Under Every 


AIR-CHAMBER—> 
stops vibration... 
softens touch 


SPONGE RUBBER 
Absorbs noise 


@ At last—an attractive pneumatic- 
type cushion that definitely softens 
the clatter of typewriters = 
and electric) . . . adding machines... 
and all business machines! 


@ And more than that... the 


RITCHIE AIR CUSHION eliminates 
fatiguing and costly vibration! 


@ That is why there is a genuine need 
for a RITCHIE AIR CUSHION under 
every machine in the office! It's an 
inexpensive investment in office effi- 
ciency that will pay big dividends in 
fewer errors caused by jangled nerves 
... and higher production . . . better 
morale! 

DEALERS: The effectiveness of the RITCHIE 
AIR CUSHION offers unlimited sales and profits 
to wide-awake dealers. Write for prices and 


discount data on this EASY TO SELL office 
necessity. 


If your dealer cannot supply you, write 


W. H. RITCHIE COMPANY 


Cherry & Sheridan Sts., Philadelphia 6, Pa. 
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| sentative for Marchant 


Office Machine | 


| Marchant’s sales and service headquar- 


For Marchant in Salt Lake 


Promotion of Robert H. Paulus to 
agency manager of the Salt Lake City 
office of Marchant Calculating Machine 
Co. was announced by Edgar B. Jessup, 
president. Mr. Paulus was a sales repre- 
in Seattle. <A 
new modern office has been opened as 


| ters in the Utah capital, according to the 


3rd South. 
diree- 


announcement at 211 E. 
Service will continue under the 
tion of August R. Boyle. 

Clary Plant in East 


Clary Multiplier Corp. has opened a 


| new 22,000 sq. ft. plant at Downingtown, 
| Pa., which will serve as eastern supply 


| ehines, 
| president. 


and repair depot for Clary business ma- 
according to Hugh L. Clary, 
The plant will employ 300 on 


| three daily shifts and will maintain a 


large, complete stock of service parts 


| for eastern Clary dealers, as well as 





complete paint facilities and a school 
for training dealer servicemen. Albert 
Hinett is plant superintendent and Ralph 
Gibbs is in charge of service facilities. 


Business Auditorium 


Remington Rand, Ine. announced the 
opening of a 165-seat auditorium with 
facilities for customer seminars and 
group meetings at its New York head- 
quarters, 315 Fourth Ave. Decorated 
in a simple, modern style by E. K. Geb- 
hart, display manager, the meeting room 
is comfortably appointed with audi- 
torium-type, spring-back, mohair uphols- 
tered seats and individual, fold-away 
tablet rests. The 20” high stage has a 
sound-deadening cork floor, projection 
sereen with draw curtains and two banks 
of overhead strip lighting with dimmer. 
A public address system has also been 
installed with a control panel. The 
16mm, projector is equipped for sound. 
An unusual feature is a specially con- 
structed lectern, believed to be the only 
one of its kind, which has been made in 
two sections of natural finish birch wood. 
It can be used as a single unit or the top 
section removed and placed on table. A 
series of slots within the top section per- 
mit any convenient arrangement of 
shelves and provision is made for inter- 
nal wiring for microphone and desk lamp. 
The auditorium is available for use by 
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SEE THE AMAZING NEW 


homulilie 


Attached in minutes to your typewriter 





MAKES 
MULTIPLE COPIES 


Without ../ 
Carbon 


" OUT goes Carbon Paper! 
x DOWN go Costs! 


, UP goes Office Efficiency! 


Ribbonwriter, the greatest booster of office efficiency since 
the typewriter itself, mechanizes typing reproduction. 





Saves upto 28% in money and typing time -- 
Write today for name of nearest distributor 


RIBBONWRITER CORPORATION Dania, Florida 
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DE LUXE "Safette" 


“Saue ime wtth 


Kite- Liuc’ 


Personal 


FILE! 


No. 8il 


KEEPS YOUR PERSONAL PAPERS 
SAFE—HANDY—CONVENIENT! 


Meets your every demand for a top quality personal 
file. Large secret chamber with 5 storage envelopes. 
Main compartment with 20 file folders, Fire resistant. 
Water repellent. Swivel front opens a full 3 inches. 
Two locks. Two keys. Made of heavy yauge metal for 
long life, lasting looks. Beautiful hammerloid finish. 
Office gray or green. 13” x 12” 

x 5! %, cer, Packed 1 to car- $77.15 

i 


THE MODERN COPYHOLDER ise Shiss"innt's". ‘ep 16 


value. Order your needs today. 


RITE-LINE CORP. 1025: 15 Sweet. Ww. MASO STEEL PRODUCTS 


RITE-LINE COPYHOLDER Dept. O, 81 W. Van Buren St., Chicago 5, Ill. 


MAYFAIR ‘STEEL TRANSFER CASES 


IMMEDIATE 
DELIVERY HERE'S HOW Cramer 
SERVED BEFORE 





CAN BE STACKED AS HIGH AS DESIRED EASY 
SLIDING AND ROLLER PULL-OUT DRAWER 
| WN 


Ask for our getalen cee o. I-R LETTER SIZE 
our complete line of office 12” x 1014” x 24” 
Files k 
_ No. 2-R LEGAL SIZE 
15” x 1014” x 24” Cramer 1S AGAIN 
With Rollers IN DEFENSE WORK 
Le ET 
iles Cramer POSTURE CHAIR CO., INC 
IMMEDIATE 205 CHARLOTTE \ , 
DELIVERY KANSAS CITY 6F, MO 


y Cramer MAKES A CHAIR FOR EVERY SEATED WORKER 
Files The MAYFAIR Co. : 
THIS IS A REVERSE REDUCTION OF A 2 COL. 


Cases 
Tabtes 315 N. Desplaines St. , 6” NEWSPAPER AD BEING USED BY Cramer 
Chicago 6, Ill. DEALERS. ORDER YOUR MAT. 
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business groups or associations. Reserva- 
tion should be made with Walter P. 
Lindsey, general manager, Sales Service 
Dept. 


Carbon Plant in Virginia 


W. R. Schween, vice president, Amer- 
ican Carbon Paper Mfg., Co. with head- 
quarters at the main offices in ?£nnis, 
Texas, has announced the opening of a 
carbon coating plant in Chatham, Va., 
which is now in operation with facilities 
for the manufacture of all grades of 
carbon paper. H. C. McElroy is vice 
president in charge of the Chatham 
plant. Sales are under the supervision 
of MeCluer Brewster. 


Cosco Representatives 


Kirk W. Bassett, sales manager, office 
furniture division, Hamilton Mfg. Corp., 
Columbus, Ind., announced appointment 
of representatives for Cosco Finger- 
Lift Office Chairs is six additional dis- 
tricts. John B. Dwyer, 261 Franklin St., 
Boston, and Charles J. Dwyer, 80 War- 
ren Ave., Marlboro, Mass., will cover 
the six New England states and New 
York state except for Long Island, New 
York City and Westchester County. 


James C. Hearn, 815 Bona Allen Bldg., | 


Atlanta, 
address, 
states. 


southeastern 
3919 Oak St., 


will cover the 
Nelson H. Cady, 


Dr. M. Fred Tidwell, head of the business 

education department of University of Wash- 

ington, was appointed special business educa- 

tion consultant to Gray Mfg. Co., accordin 

to Walter A. Ditmars, president. Dr. Tidwell 

is shown in the Audograph booth at the 
NBTA convention in Cleveland. 
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and T. Ralph Unsworth, same | 








FAMOUS THE WORLD OVER 
"A Marvel of Swiss Precision’’ 
Since 1933 


No matter what your problem, addition or 
subtraction, Precisa remembers the last figure 
and will repeat it. Simply press the Recall key. 
All standard adding machine features are in- 
corporated in the Precisa which adds, subtracts, 
multiplies, and has automatic credit balance. 
Plus exclusive features of 
% Single, double and triple zero keys. 
% Recall key. 
¥*% Automatic step-over multiplication. 

Available in Manual or Electrical Models. 
DEALERS: Your territory may still be open for 


Precisa representation. Write today for complete in- 
formation. 


PRECISA DISTRIBUTORS, ee. 
171 Madison Ave., New York 16 
and 555 Thorn Court, Salt Lake City * Uiteh 
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TPE CLEANING = EASIER 


«< 
QoS mf ee. 


eests C att pe CLEANS 


Typists ond business © Typewriters 


machine operators want 
*Nora Plastic Type Cleaner 
—it's easy to use—no mess © Addressing Plates 
— no liquids to spill. * Marking Devices, ete, 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free sample sent upon request...write to 


NORTA DISTRIBUTING COMPANY 


1123 Broodwoy, New York 10, N.Y. 


EXPORT 
BOOKKEEPING 
MACHINES 
CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We quar- 
entee prompt personal attention, lowest 
prices and absolutely reliable service. 


Richard Gibian 


119 LAPAYETTE STREET 
13, N. Y. 








ORK 
Cables: “ERGIBIAN."’ Telephone: REcter 2-6560 





ADDING MACHINE PARTS 


Serving Dealers for 20 Years 


Write for Our Cotal 
TASS 711] || 


. A. DEHN, 


P; oneer y Vole | 
ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 


JR. 


ng Machine Parts Man 


v4 “DUPLICATORS 
4 and Supplies for 
4 ad Duplicators 


HEYER CORP - CHICAGO 





| new rollers. 


Cincinnati, will represent Cosco in Ken- 
tucky, Ohio, West Virginia, and in Indi- 
ana, except for Lake, LaPorte and Por- 
ter Counties. A. F. Sengbusch, 4432 J. 
C. Nichols Parkway, Kansas City, Mo., 
will represent Cosco in Iowa, Kansas, 
Missouri and Nebraska. Ray Williams, 
239 W. Walnut Lane, Philadelphia, will 
represent Cosco in Delaware, District of 
Columbia, Maryland, Pennsylvania and 
Virginia, and in the southern counties of 
New Jersey. William M. Johnson, 4437 
N. Whipple St., Chicago, will cover Illi- 
uois, Lake, LaPorte and Porter Coun- 
ties in Indiana, and southern counties 
of Wisconsin. Larry Timoney, 843 §8. 
Los Angeles St., Los Angeles, has been 
appointed to assist Carl W. Draper Co., 
Cosco representative in the western 
states. 


Carbon Dealers’ 20th Year 


Orton Goodwin, 
Panama Carbon 
Co., was elected 
president of the 
Carbon & Ribbon 
Dealers of North- 
ern California: 
Other officers are: 
Samuel Squires, Ef- 
ficiency Carbon & 
Ribbon Co., Ist vice 
president; L. H. 
Chapman, A _ Car- 
lisle & Co., 2nd vice president; Robert 
E. Judy, Pacific Carbon & Ribbon Mfg. 
Co., secretary-treasurer; Carl Lydig, 
Mittag & Volger, Inc., program chairman. 
This is the organization’s 20th year and 
a monthly educational program with 
guest speakers from office machine in- 
dustries has been planned. 


Orton Goodwin 


Platen Promotion Plan 


Ames Supply Co. has 
plan whereby they will 
mailings to dealers’ customers having a 
minimum of five typewriters. These 
mailings include a personalized letter on 
the dealer’s letterhead and printed en- 
closures, all at no cost to the dealer. 
The copy is slanted to sell the customers 
on changing the platens on their ma- 
chines since it is estimated that more 
than half the office machines in use need 
The platen is the heart of 


developed a 
send monthly 
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MONROE 
ADDING-CALCULATORS 


Models K, KA, MA, and LA 
98 
Write C.E.C. for further information 


CALCULATOR EQUIPMENT CORP. 


Orange, New Jersey, U. S. A. 
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the Best Values in 
Rough and Rebuilt 
Office Machines? 


Buy from \NTERNATIONAL 
COMPTOMETERS... 


. all makes and models are available at 
International, Every machine we ship is 
guaranteed to be exactly as specified. 
We Offer a Full Line of Select Rough 
and Rebuilt . 
The PARALINER is a new device for rul- ee S neeeah 


ing forms. it has a micrometer-like setting coumvamanee » ti +. 


knob by which the distance between lines 
is measured. When once set the straight ADDRESSOGRAPH 
edge moves forward the exact measured Dealers’ Inquiries Welcomed 
distance step by step, with a slight pres- Write, Phone or Wire 
sure of the thumb and forefinger. The oper- 


tion i impl d - 
duce forms the equal of a skilled draftsman. w.oowo INTERNATIONAL 


Send for full particulars OFFICE APPLIANCES, INC. 
THE PARALINER COMPANY, INC. dene ee othe 
226 Colorado Bidg., Washington 5, D. C. ena Maa ata 





WON'T TIP OVER 








SHOWN: NEW MARCHANT Figuremaster 


° . TTA ; 
ra nme Withelin Preusicke 
TUBULAR SPECIALTY MFG. CO. LU KG 


1940 Stanley Ave Detroit 8, Mich BERLIN SW68B US-SEKTOR 
ESTABLISHED 1921 FRIEDRICHSTRASSE 210 
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every writing or duplicating machine 
but it is seldom inspected regularly 
enough for proper machine operation. 
Not only should the Ames plan bring 
profitable business to office machine 
dealers, it should prove most helpful in 
educating machine users to _ properly 
maintain their equipment. 

tiaeas 


Hush-A-Phones Not Banned 


Some newspapers gave a misleading 
impression in recent reports of a Federal 
Communications Commission proceeding 
initiated by Hush-A-Phone Corp. about 
two years ago. FCC proposed not to 
impose a ‘‘rigid prohibitory clause’’ in 
Bell Telephone System tariffs against the 
use of the Hush-A-Phone. The initial 
decision now under consideration pro- 
poses that the telephone company have 
the right to protest to its subscribers 
the use of any ‘‘foreign’’ attachment. 
Hush-A-Phone will oppose any adverse 
ruling. However, Bell witnesses stated 
under oath that they have no actual in- 
tention whatever of discontinuing tele- 
phone service of Hush-A-Phone users. 


NOMDA Convention Dates 


The dates of the annual convention 
and trade exhibit of the National Office 
Machine Dealers Assn., in Detroit, have 


Joseph Ashley, assistant manager, wholesale 

division of Mosler Safe Co., measures an 

Alaskan king crab that he received from A. R. 

Burchandt, Arctic Office Machine Co., An- 
chorage, Alaska. 
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“DEALER'S CHOICE” 


for 


BUILDING BUSINESS 


‘ ar 


GRAYTONE MODELS 





WITH DIRECT SUBTRACTION 


MODEL 8192E 


Electric Printing Calculator 
9-Column Totals up to 9,999,999.99 


MODEL B192 


Hand-Operated Printing Calculato: 
9-Column Totals up to 9,999,999.99 





Some territories now 
open for exclusive as- 
signment. If interested in 
securing an exclusive 
and profitable agency, 
write for full information. 


EXCLUSIVE 
SALES 
AGENCY 
PLAN! 














BARRETT ADDING MACHINE DIVISION 


Lanston Monotype Machine Company 
24th and Locust Sts., Philadelphia 3, Pa., U.S.A. 











PROBLEMS 


3 PHONE ‘scives-— 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 
Room 710 
New York 16 








ALL PURE COMMERCIAL 


WAXES 


CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 
MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
*Reg. U.S. Pat. Off. 











CASH REGISTER 


RTS 


PA 


WRITE FOR LATEST CATALOG 
International Cash Register Parts Co. 


go Cash Register Ports C 
SON STREET. CHICAGO 18, ILLINOIS 


Lute Time wk Money With 
The ORIGINAL 
OUTLOOKENVELOPES 
GLASSINE on CELLULOSE TRANSPARENCY 
A Size << Style for EVERY" PURPOSE 








Write for Samples 


mee ns The SEANDARD 
OUTLOOK ENVELOPE CO. 


100! W. WASHINGTON BLUD., CHICAGO, ILL. 








been changed to June 28-30. John Stif- 
ter, president, Michigan Office Machine 
Dealers Assn., is general chairman and 
others on the committee are: Jim Ayres, 
vice chairman and finance; Bert Swan- 
ger, program; Ed Goleski, hospitality; 
Dave Gilson registration; Walter 
Klimas, entertainment; Clair Flick, pub- 
licity; Mrs. C, Phelps, ladies. More in- 
quiries for exhibit space have been re- 
ceived this year than for any previous 
convention. Information can be had 
from Harold Mann, executive secretary, 
1267 N. Wilton Place, Los Angeles 38. 


Business Show Brochure 


In a new two-color format, the 1951 
National Business Show Bulletin was 
mailed last month according to Rudolph 
Lang, managing director of the show, 
and executive secretary, Office Execu- 
tives Assn. of New York. Complete 
with all particulars and details required 
by exhibitors, the brochure illustrates 
the important part that office manage- 
ment, procedures and practices play in 
the national defense program. With the 
theme of ‘‘Manpower, Machines, and 
Methods,’’ the 1951 National Business 
Show promises to assume increasing im- 
portance and an opportunity for exhibi- 
tors to build acceptance for both prod- 
ucts and service. Copies of the 1951 
Bulletin can be had from National Busi- 
ness Show, 33 West 42 St., New York 18. 


Ribbonwriter Reorganized 


Ribbonwriter Corp., Dania, Fla., have 
purchased the assets of the former 
Ribbonwriter Corp. of America and none 
of the former officers are connected with 
the new company, officers of which are 
E. R. Vreeland, president; Charles Ori, 
vice president; Albert J. Scheu, sales 
manager; S. Williams, assistant sales 
manager. The firm manufactures a mul- 
tiple typewriter ribbon attachment for 
use in typing an original and one or two 
extra copies simultaneously. 


To Audit Exhibit Attendance 


Exhibitors Advisory Council announced 
formation of its Exhibits Attendance 
Audio Bureau with John F. Apsey Jr., 
advertising manager, Black & Decker 
Mfg. Co., and Payson L. Hunter, man- 
ager exhibit and display department, In- 
ternational Business Machines Corp., as 
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ADDRESSING MACHINES 
EQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 

HAND & ELECTRIC 
WE MANUFACTURE . ° 
BUY and SELL Plates, 
frames, trays, cabinets, tabs, 
ribbons, speedaumats. Our 
large stencil embossing dept. 

gives fast, accurate service. 


REBUILT ELLIOTTS 
ALL MODELS 

HAND & ELECTRIC 
WE MANUFACTURE . 
BUY and SELL Fibre sten- 
cils, long & short Elliott 
trays, cabinets, liquid & 
paste ink. Also Smith Sten- 
cil typewriters. 
WRITE FOR INFORMATION, PRICES & CIRCULAR 
Dept. 7-0, 40 W. 15th St., N. Y. 11, N. Y. 


MAILERS' EQUIPMENT CO. 


TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 





Ne 


REGALRITE BRAND 
RIBBONS AND CARBONS 


~ 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


* 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N. Y 
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0 


ntrolled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.45 to $1.75 
Ask Your Visible Syotome Supplier 
or write to PALLEY MFG. CO. 

69 Mechanic St., Worcester, Mass. 


STENCIL BOOK FILE 





The Smart Way to 
FILE STENCILS 


Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 
future use. 

Capacity 

Capacity 100 stencils 
TECHNYGRAPH CO., Techny, Il. 
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VALET 73 RACKS 


LOCKERETTE 


—COMBINES THE BEST 
LOCKERS AND COAT RACKS 
FEATURES OF BOTH 








Wraps are exposed to air 
and light. Employees do not face the 
weather in damp wraps that have been 
crumpled in dark lockers—do not eat soggy 
lunches, soaked by wet hats or gloves. Each 
person has his own spaced coat hanger, ven- 
tilated hat shelf and 12" x 12" x 15" deep 
lock box for lunches, tools and personal 
effects. 


Lockerettes save space too .. . the No. 6-12 
(2 column) accommodates 12 people in 6 
feet; the No. 9-18 [illustrated) accommo- 
dates 18 in 9 feet. 


More salable because they keep wraps 
“in press.” 


Improves health and morale — lowers 
absenteeism. 


WRITE FOR BULLETIN NO, OL10 


VOGEL - PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ili 





Hiawatha 
AIR MAIL 


PAPERS 


ALL WEIGHTS 
AND SIZES 


Send for Samples and Prices 


Wansco Paper Products Co. 
INC. 
409 Pearl Street, 
New York 7, N, Y. 











CLASSIFIED DIRECTORY 
FOR OFFICE UTILITIES 


45,000 latest addresses of manufacturers and 
dealers out of all four zones of Germany 
and from Berlin contains the 


Biiromarkt—Classified Directory 

616 pages, a book, which is priced at 7 
US-Dollars, including postage, and which is 
a great help to each businessman, dealing 
with Germany. 


Please check also the following editions! 
Jiirgen Helfer: Konstruktionselemente der 
Schreibmaschine, 48 pages, 24 illustrations, 
50 cents. 
Dr. Walter Wittmann: Zweckmassige Buro- 
mobel, Grundlage rationeller Biroarbeit, 
165 pages, 80 illustrations, 2.50 US-Dollar. 
Dr. Rudolf Werneburg: ABC der Birotech- 
nik, 144 pages, 57 illustrations, 1.50 US- 
Dollar. 
Ernst Martin-Johannes Meyer: Die Schreib- 
maschine und ihre Entwicklungsgeschichte, 
592 pages, more than 1000 illustrations, 8.- 
Dollar plus postage. 
You also should not miss to subscribe to the 
International Journal for Office Equipment 
“Biiromarkt'' which appears twice a month 
for an annual subscription rate of 5, US 
Dollar, and which informs you abou. all 
novelties coming on the European market. 
Post your order to: 

VERLAG PETER BASTEN, 

AACHEN, GERMANY 
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chairman and vice chairman respectively. 
The bureau will distribute authentic at- 
tendance figures and certified analyses of 
exhibit and trade show attendance based 
on auditors’ examination of records, for 
the general use of exhibitors, advertisers 
and exposition managers. Oenone D. 
Negley, executive secretary of the Ex- 
hibitors Advisory Council is executive 
secretary of the bureau. 


Todd Decentralizes 


An intensified program of branch plant 
expansion and decentralization to safe- 
guard its customers’ source of supply 
against possible enemy attack was an- 
nounced by Todd Co., Rochester, N. Y. 
The program will gain impetus this 
month when the company occupies new 
and enlarged facilities in Chicago. More 
than $600,000 is invested in the total 
program to date, according to A. Richard 
Todd, executive vice president in charge 
of manufacturing. Aim of the decen 
tralization plan is to provide Todd check 
customers in any part of the country 
with ten independent sources of supply. 
When the program is completed, each 
branch will duplicate as closely as pos- 
sible facilities of the main plant in 
Rochester. 


IBM Appointments 


International Business Machines Corp. 
announced appointment of J. L. Turney 
as assistant general service manager. 
He will be stationed in IBM World 
Headquarters in New York and will co- 
ordinate the service work of the com- 
pany’s three product divisions. He was 
previously assistant to the general sales 
manager. Announcement was also made 
of the appointment of Leo J. Langan 
as manager of all IBM sales and services 
in the New York downtown office. 


Hartford Wins Ditto Award 


The Hartford branch office of Ditto, 
Ine., 203 New Britain Ave., was awarded 
the Charles A. Bergsten Cup for out- 
standing customer service and sales per- 
formance in 1950. K. M. Henderson, 
president of Ditto, made the presenta- 
tion to H. L. Dempsey, Hartford man- 
ager. The large silver trophy was con- 
ceived in honor of Charles A. Bergsten, 
dean of Ditto salesmen. 
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Opicivac()onner 


HANDY CALCULATORS 


“T he machine to count on” 


The following example shows 
simplicity and speed of opera- 
tion. 


ONLY ONE SETTING NECESSARY 
Simply set levers at “68” and 
calculate the answer in 25 sec- 
onds without setting any other 
figures. 


68 units @ $1.75 $119.00 
15% discount 17.85 


101.15 
Less 242% for cash .. 2.53 


$ 98.62 


Compare the advantages of this 
sturdy, low-cost, portable, effi- 
cient calculator with any ma- 
chines in the field. Why pay 


more? 


Write for Bulletin QO-43 


— Odhner Sales inc. 
IVAN SORVALL, PRES. 
210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE DISTRIBUTORS FOR U.S.A. 











PAD VERTIS ERS ° 





Acco Products, Inc. os ; 38 
Accounting Machine Export Corp. ; 157 
Acme Adding Machine Service & Sales s Corp. 164 
Addo Machine Co. .. : ae 80 
Adkins & Kuschel Co. 

Allen Business Machines Inc., 

Allen & Co. . 

Allied Carbon & Ribbon ‘Mfg. Corp. 

American Automatic Typewriter Co. 

American Carbon Paper Corp. 

American Lithofold Corp. 

American Stencil Mfg. Co. 

American Writing Paper Corp. 

Ames Supply Co. 

Atlas Stencil Files Co. 

Autocopy, Inc. 


Bankers Box Co 

Barrett Adding Machine Division 
Basten, Peter 

B-G Reproduction Co. 

Bircher Co. 

Block & Anderson, Ltd. 

Boorum & Pease Co. 

Bostich, Inc. 

Bruning Co., Charles 
Burroughs Adding Machine Co. 
Business Systems, Inc. 

Butler, Wm. R 


Calculator Equipment Gon. 

Carter's Ink Co. 

Codo Mfg. Corp. .. 

Cole Stee! Equipment Co. 

Collier Mf Corp 

Columbia Ribbon F Carbon Mfg. Co. 
Commercial Controls Corp. 

Cotton, Norman L. 

Coxhead Corp., Ralph C. 

Cramer Posture Chair Co. 


Davidson Corp. 

Dehn, Jr., |. A. 

Dick Co., A. B. 
Dictaphone Corp. 

Ditto, Inc. .. 

Dreusicke & Co., Wilhelm 
Duplicating Papers, Inc. 
Duplicator Corp. 
Duplicopy Co. 
Dupli-Typer Co. 
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Elliott Addressing Machine Co. 
Esleeck Mfg. Co. Y 

Evans Specialty Co. 

E-Z Sort Systems Ltd. 
Faber-Castel| Pencil Co., 
Faber Pencil Co., 
Facit, Inc. . 
Federal Cash Register Co. 
Felt & Tarrant Mfg. Co. 
Fisher Pen Co. 

Force & Co., Wm. A. 
Frankel Mfg. Co. 


A.W. . 
Eberhard . 


Gavrin Press, Inc., Arthur J. 
General Binding Corp. . 
General Electric Co. .... 
Gibian, Richard 
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Gilbert Paper Co. 
Gray Mfg. Co. . 


Haloid Co, 

Hamann Calculating ‘Machine Co. 
Hamilton ig = Corp. 
Hammermill Paper Co. 

Harding Co., Milo 

Heyer Corp. 


Hush-A-Phon2 Corp. 


Imperial Desk Co. 

Impression Papers of America 

Ink Specialties Co. 

Inter-Continental Trading Corp ‘ 
International Business Machines Corp. 
International Cash Register Parts Co. 
International Office Appliances, Inc. 


Karl Mfg. Co. 

Kee Lox Mfg. Co. 

Kellogg Switchboard & Supply Co. 

Kenro Graphics, Inc. .. 

Kinetic Novelty Co. 

Kores Carbon Paper & Ribbons Mfg. Corp. 


Lanston Monotype Machine Co. 
Ludwig Associates, F. ; 
Lumirol Corp. 


Magic Circle Mfg. Corp. 

Mailers’ Equipment Co. 

Manifold Supplies Co. 

Marchant Calculating Machine Co. 
Marr Duplicator Co. ‘ 

Maso Steel Products 

Master Addresser Co. 

Mayfair Co. 
McBee Co. 
Mergenthaler 
Mestre, Luis 
Mid-Continent Sales Co. 
Mimeo Mfg. Co. 

Mim-E-O Stencil Files Co. 
Mittag & Volger, Inc. 

Morris Co., Bert M. . ; 
Multigraphers Composing Co. 
Multistamp Co. 


Linotype Co. 


National Assn. of Cost Accountants 
Nationa! Cash Register Co. 
National Office Management Assn. 
National Vulcanized Fibre Co. .. 
New England Paper Punch Co. 
Norta Distributing Co. 


Odhner Sales, Inc. sen 
Office Publications Co. 
Old Town Corp. i 
Outlook Envelope Co. 


Palley Mfg. Co. 

Paraliner Co. 

Paramount Dictating Machine Corp. 
Peerless-Imperial Co. 

Phillips Process Co. 
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Pitney-Bowes, Inc. 
Polychrome Corp. 
Precisa Distributors, Inc. 
Printing Devices, Inc. 
Pronto File Corp. 


Queen Ribbon & Carbon Co. 


Rapid Roller Co. 

Regal Typewriter Co. 
Remington Rand, Inc. 

Replica Products Corp. 
Rex-O-Graph, Inc. ; 
Rex-Rotary Distributing Corp. . 
Ribbonwriter Corp. 

Ritchie Co., W. H. 

Rite-Line Corp. 

Roberts Numbering Machine Co. 
Roberts Rubber Co., Weldon .. 
Robotyper Corp. 

Rose Ribbon & Carbon Mfg. Co. 
Royal Typewriter Co. 


Safeguard Corp. 

Select-O-Phone Division ‘ a 
nn Aa nee iis ene ces 
Sheppard Envelope Co. 
Shipman-Ward Mfg. Co. 

S-K Forms Co. ..... 

Smead Mfg. Co. 

Smith, Charles C. : ei 
Smith & Corona Typewriters, Inc., 
Speed-O-Print Corp. 

Standard Duplicating Machines pai 


Stationers' Guild of America ............ 


Storms Co., H. M. .. 
Strohmeyer & Arpe Co. 
Sturgis Posture Chair Co. 


Swift Business Machines Worp. . ..... 


Technygraph Co. 

Thomas Mechanical Collator Corp. 
Times Facsimile Corp. ... 
Tubular Specialty Mfg. Co. 
Typewriter Sundries Co. Ltd. 


Uarco, Inc. 
Underwood Corp. Pies 
Unit Record Co, .......... 


Varigraph, Inc. 
Vari-Typer, The 


Victor Adding Machine Co. .... eiganus 


Vogel-Peterson Co. 


Wansco Paper Products Co. 
Wassell Organization 

Weber Bros. Metal Works 
Webster Co., F. S. ... 

Wolber Duplicator & Supply ‘Co. 
Worden Co. 


Yawman & Erbe Mfg. Co. 
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STORMS 


CARBON PAPER 





INKED RIBBONS 
CARBONIZED ROLLS 


MANUFACTURED FOR THE 
DEALER TRADE excvusivety 


| @ DEALER IMPRINT PACKAGING 


| @ DEALER IMPRINTED-BACK 
| CARBON PAPER 


@ SPECIAL CARBON, RIBBONS 
AND ROLLS 


FINEST QUALITY PRODUCTS BACKED BY 
OVER A HALF-CENTURY OF MANUFAC- 
| TURING EXPERIENCE. 


lf you want to sell new customers who will 
| stay sold or if you would like to offer your 
old customers a better product than ever 
before then write now to DEPT. H for details. 


“THE COMPLETE LINE" 
stands the test of time 


*RcORDs evens 


yaeog Mane 


H. M. STORMS COMPANY 


STORMS BUILDING 
BROOKLYN 16, N. Y. 
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Office Reproduction 


AN has strived for centuries 
to devise and improve 
means for copying, dupli- 
eating and reproducing 
symbols to record what he sees and 
hears and thinks. Starting some- 
where in oriental lands long before 
the coming of Christ, the technique 
progressed from the tedious task of 
a skilled artisan to today’s sim- 
plified and perfected systems which 
the youngest office worker can ade- 
quately operate. Even in the lower 
grades of our elementary schools, 
children use duplicators. Not only 
have the improvements in reprodue- 
tion methods brought knowledge to 
all the people, but the development 
of office processes has brought the 
techniques within the reach of all. 
Although it may be incorrect to 
name Gutenberg as the inventor of 
printing, his printing of several 
hundred Bibles did inaugurate 
the printing industry. From that 
beginning the printing industry 
expanded rapidly with many ad- 
vanees in printing procedures until 
in the eighteenth century inventors 
turned their thoughts to methods of 
copying for offices. Since then, ad- 
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vances made in the office techniques 
have outstripped those of the print- 
ing industry until today the office 
employs a far more diverse variety 
of specialized methods than any one 
printing plant. So the art of copy- 
ing, born in the clerical seriptorium 
of the middle ages, now returns to 
the modern clerical expert for new 
techniques. Well may the printing 
industry heed the office system ex- 
pert’s advice to save time, effort and 
money by making one writing serve 
all applications. Printing remains 
too close to its middle-age origin 
when operations are repeated to 
write the copy, set the type, read the 
proof, make the corrections, reread 
the proof, make the plate—too many 
unnecessary steps before a press can 
roll. Little wonder that today of- 
fices do most of their printing on 
their own duplicators and _ that 


printers too have installed duplicat- 
ing equipment. 


It is with pride that we present 
another Office Reproduction issue of 
THE OFFICE to a readership which 
has shown such unprecedented inter- 
est sinee its first announcement. 
Please save this issue because, al- 
though a large overrun has been pro- 
duced, it may be inadequate to meet 
post-publication demand as has hap- 
pened in so many past instances. 
All the practical office methods, ma- 
terials and supplies mentioned in 
the text are available from adver- 
tisers in this issue. Should any 
reader have difficulty determining 
which advertiser makes what prod- 
ucts, please let him write to us for 
the prompt and correct answer. 
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Are there costly 
“leaks” in your 
Order-Billing system 


1. Do you knqw how many sepatave 
jcc oe sa adler Yes(] NoC] 


These 9 by Have you investigated roomy to = 
if writings are being made w! can 
searching eliminated? Yes(] No[} 


* ~ 3. Are the orders b branch 
questions shits et velalben uaiaeniegl Yes{_] No[j 


wer help” press Ss ne Bs cans EVAR 1 SR 


save ic dak les dori Ota cin 
your free written on your tags and labels? 


6. Are your invoices written separately 
orders? 


hundreds of oom your chipping 


7. Whee a partial shi is made do 
ol you write « new shipping to cover Yes] NoC] 





~ We Nef] 








&. Do write a new set of billing 

ies covering each back order shipment?” Yes[] No} 
9. Do you post each individual invoice 

to your accounts receivable ledger? Yesf] Nel] 





10. Would you like us to send you folders 
which illustrate how ~—s can boo same all 
retyping, on original back orders, elim- 
inate to accounts receivable’............ Yes(] Not) 


posting 
eae fae ced meen 
DI | i QO Ditto, Inc., 635 5. Ockiey Bivd., Chicage 12, Ill. 


TRADE MARK REG, insesapicianae PAT. OFF, 
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You can’t blame girls for complaining when 
hands and clothes get stained from hecto- 


graph carbon .. . especially when they know | 


it’s so needless now. 


Underwood Corporation has put an end to 
this nuisance of stains and smudges. 


The new Overcoted Master Sets are finger- 
proof and stainless. They eliminate stained 
hands and clothing, avoid need for special 
stain-removing soaps and cleaners. 


Change to Underwood Corporation 
Masters! That's the easy way to overcome 


Prove it FREE: Just ask on your letterbead for free samples. 
Please specify purple, black, or blue. 


Change to UNDERWOOD CORPORATION 
they're Overcoted and Finger-proof 


employee reluctance to use hectograph 
carbon. 


in addition: Underwood Corporation Hecto 
Master Sets and Hectograph Carbon Papers 
give sharper masters, more and better re- 
productions. 

There are no typewriter feed roll 
smudges .. . you have uniform intensity of 
type characters. 

“Summerized,’’ too! Even on the hottest, 
most humid days, reproductions are sharp, 
crisp—and, of course, free from stains! 


The Key 
to Better Impressions 


Underwood Corporation 





